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Ad Hoc Documents

Create an Ad Hoc Document

Ad hoc documents are stand-alone documents not associated with transactional purchasing
contracts. Purchasing contracts and ad hoc documents differ in the way that they are processed

and the underlying bind variables they reference. ex: Pro-Forma and RFP are commonly ad hoc
documents.

Procedure

In this topic you will create an ad hoc document.

My Links | Select One x| Search

Logistics

Home | Worklist|Sign out

My Page ELM Finance Procurement

Wwelcome ten_fin_pucn

Personalize Content Lawout

Enterprise Menu Edison News Alerts &) = WMy Reporis =] =
] TN Enhancements Mo articles currently available "

£ Empioyes Self Serise

[ Manager Self Senice wiew Al Articles and Sections

[E Enterprise Learning

E HCM My Compensation History =

F ELM

I Faom View Paycheck

¥ Enterprise Campanents
[ Wy Content

¥ Inwestor Portal

F Portal Administration

B wiorklist

svigw current and prior paychecks. Report Manager

‘!J:,DT Compensation History
YLV Review compensation history for base, variable,

[ Portal Reporting Toals and stock options. lla=ks & e
[ PeopleToals Mo Tash(s] entries found

[ ELM Reporting Tools . .

E EPM Reporting Tools -%D"'Eﬂ Deposit

& Feci Reporting Tools Add or update your direct deposit information.

— ELM (opens new window) Add a Task | Show AIEnhanced

— EPM {opens new window)

— ESCH {opens new windguy)

_ GO (onens new window! Bﬁ(s Summary B =

— eSunplier Portal {~Z: Benefits Summary .

- Facilititey @Rewew a summary of current, past or future Time & Labor & = &
- FleetFocus benefit enrallments.

— Change by Pagsword
— My Personalizations
— My System Profile

— My Dictionary

information.

é}%Degendentlﬂeneficiﬂry Info

Review or update dependent and beneficiary

= o
E‘® Report Time

week, or time period,

E%, Request Overtime
P

Report your tme and task details for a day,

Request employes overtime requests.

Job and Personal Information 5=

!JJ"J] Payable Time Summary
@ Personal Information Summar AT view @ summary of your payable time.
Review a surnmary of your personal
information.

Home and Mailing Address

addresses,

# M Review and update your home and mailing

Step

Action

Click the FSCM link.
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F:

Bl Supplier Contracts

& Customers

@ Products

3 Promaotions

B Customer Contracts

[ Order Management

[ Pricing Canfiguration

B customer Returmns

® items

® CostAccaunting

& vendors

E Purchasing

B Inventary

& eProcurement

B Senices Procurement

® sourcing

[ Engineering

[ Manufacturing Definitions

B Production Control

[ Configuration Modeler

[ Product Configurations

& Quality

& Demand Planning

& Irventory Policy Planning

® Supply Planning

& Grants

® Program Management

@ Project Costing

@ Proposal Managerment

B Maintenance
Management

[ Resource Management

B Lease Administration

[ Staffing

[ Travel and Expenses

& filling

B Accounts Receivable

B Accounts Payable

& egettiements

® Asset Management

[# 1T Ascpt Mananament

Finance

Procurement Logistics

FSCM

.. Tax Center
[i="| mccess all tax and tax-related setup as well
s tax processing and tax reporting

., Treasury Defi ns Center
=] access Tressury Managemert sstup pages
from & certral location.

Products
Define product detsils, alternates, seling
prices, UOMs and specifications

Idertify Procuct Details

Beviev Product Information

Request Processes

Beports

| Order Management
Manage al aspects of the guote and arder
cyele with Order Management
ECustomer Activities Certer
riler Mananemert Certer

SR Destdop

5 More

 tems
Manags l ftem-relsted options.
Define Controls
Define fems and Attributes
Review fem nformation

State of Tennessee — Edison Project
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My Links | Select One: ~| Search

-, Ireasury Management Center
[=] acness Treasury Managemert business
processes and setup pages from one
location

Supplier Contracts
Manage Contract Life Cycle activities including
Cortract Crestion, Authoring, Syndication, and
Compliance.

Create Contracts and Documents

Monitor end Update Agreements

Manane Contract Library

5 More..

Promotions
Manage all aspects of trade spending through
Prometions Management
= Promations Manacement Center
Eunds
WManage Promotions
2More:

Pricing Configuration
Creste pricing structures, rules, formulas and
arbitration plans
= Price List Reports
Creats Pricing Informeation
Pricing Data Exchange
Mass Updales

Cost Accounting
Functions to accourt for Inventory and
Manutacturing transactions and upcste
standard costs

ftem Costs

Inventory and big Accounting

Gol

Welcome ten_fin_puch

Eclt "FSCh" Filder

- Ireasurv Processing Center
Access Treasury Management process
pages from a central location

Customers

Manage customer information

=l Cortact Infarmation
Customer Information
Conversations
2 hore..

Customer Contracts
Access customer contracts
Cortracts Center

Reviev Contract Summary
My Cortracts

14 More...

Customer Returns
Manage return material for customers
[ElCreatedpdate R

Rewieww RMA Information

Reports

\endors
e, mairtain, of approve vendors; manage
1099, global withhelding, or C4 EDD
\endor Information
1099Global Withhalcing
Calitorria ELD
Certral Contractor Registry

Home|Worklist|Sign ou

| Irkernet

Action

Click the Supplier Contracts link.
[ Supplier Contracts]

Click the Create Contracts and Documents link.
[ Create Contracts and
Documents

Click the Document Management link.

Qucumem Management]

An Ad Hoc ID can be any unique combination of letters and numbers.
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Procurement Logistics Weloome ten_fin_pucn

B Create Contracts and Mew Window | Help | Customize Pags | =)
Documents
— Cantract Ent

) Add a Document
— My Contacts / *Source Transaction: =

Collaboratars
» - SHARE

] Monitar and Update SetiD: &

Agreements *Ad Hoc ID:
[# Manage Contract |

Library Add a Document

Eind an Existing O it

@ Supplier Contracts ind an Existing Docurmern

Setup
B sSearch Content
B Contract Release
Fracesses
[ gyndication and
Messaging
¥ Related Links
B Customers
® Products
® Promotions
B customer Contracts
[ Order Management
@ Pricing Canfiguration

E customer Returns

® iterms

B CostAccounting

& Vendors

® Purchasing

B Irventory

B eProcurement

B Serices Procurement
[® Sourcing

[ Engineering

[ Manufacturing Definitions
® Production Control

® configuration Modeler
® Product Configurations
@ guality

E Demand Planning

21 0one ) [ [T T |@mteme

Step Action

6. Click in the Ad Hoc ID field.

Enter the desired information into the Ad Hoc ID field. Enter "17".

Click the Add a Document button.
| Add a Document I

9. The Department will default from the sponsor's name if available.
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The 51
My Links | Select One: ~| Search

Logistics

Home|worklist|Sign ou
Procurement

Welcome ten_fin_puch

Mew Window | Help | Customize Pags | =)

Document Management

— My Contacts / Source: AdHoo Return to Document Search
Collaboratars

[# Monitor and Update SetID: SHARE Ad Hoc ID: 17
Agreements

Bl Manage Contract
Ly e Document SeflD:  SHARE Administrator: fien_fin_pucn G, ften_fin_pucn
qQ

[® Supplier Contracts Sponsor: Q Department:
Setup
B Search Content

[ Contract Rel
Prgger:sces Flease ‘Begin Date: 112802007 Expire Date:
[ gyndication and *Configurator ID: Q

Messaging
Bl Related Links *Description: |
B Customers
® Products
B Promotions Create Document | Save | Exdernal Contacts List
B customer Contracts
[ Order Management
@ Pricing Canfiguration
E customer Returns
® iterms
B CostAccounting
& Vendors
® Purchasing
B Irventory
B eProcurement
B Serices Procurement
[® Sourcing
[ Engineering
[ Manufacturing Definitions
® Production Control
® configuration Modeler
® Product Configurations
@ guality
E Demand Planning

& : I Y

Step Action

10. | The Configurator ID is a template for how the contract will be laid out. Depending
on which configurator you choose Edison might ask you questions to aid in
developing the document.

Click in the Configurator ID field.

11. | Enter the desired information into the Configurator ID field. Enter "RF".

12. | Click the Look up Configurator 1D button.
[&]

13. | Click an entry in the Configurator ID column.

14. | Click in the Description field.

15. | Enter the desired information into the Description field. Enter "Proposal for
renovations of the Mental Health Services".

16. | The configurator that was chosen has questions associated with it. You will answer
these questions on the next page.

Click the Create Document button.

| Create Document I

4 EUT CN2 Trn Guide D-A.29.a.5.1 Final 8.9.doc A.29.a.5.1
Date: 4/15/2008 Page 4




State of Tennessee — Edison Project
End User Training Materials — Working with Ad Hoc Documents

My Links | Select One: >| Search Gol Home|Worklist|Sign ouf
Einance Procurement Logistics Welcome ten_fin_pucn
El Create Contracts and Mew Window | Help | Custormize Paas | & =
Documents
— Cantract Entry
Wizard Execution
Collaboratars SeflD: SHARE
[ Wonitor and Update Wizard ID: RFFP
Agreements o
& Manage Contract Description: RFF wizard
Librany Wizard Instructions:
[® Supplier Contracts ,
Setup Please answer the following questions. Questions marked with an ™ are required.
B sSearch Content .
® Cortract Release [Question Groups 1 of 1
Fracesses 5 =
B Syndication and Question Group: RFF Fraios Finish
Messaging Group Instructions:  |P/2ase answer the following questions to creale your reguest for = "
# Related Links I bronosal | =
B Customers
B Producls
® Promotions
@ Customer Contracts *Please enter the name of the State agency: I i‘@
& Order Management o
@ Pricing Configuration I~ Navigation Field
E customer Returns
® iterms
B CostAccounting *Please cornplete the following staternent to provide a brief I i‘@
g Wendars staterment ofthe senvices to be procured. "The State intends to =<
Purchasing secure.” I Navigation Field
B Irventory
B eProcurement |
B Serices Procurement
[® Sourcing *Please enter the RFP Coordinator's name. I i‘@
[# Engineering =
B Manufacturing Definitions I~ Navigation Field
® Production Control
® configuration Modeler
@ product Configurations
@ guality "Please enter the RFP Coordinator's phone number: | @
Bl Demand Planning - I™ Mavigation Field =
2] | [ e meemet

Step Action

17. | Click in the Response field.

e

18. | Enter the desired information into the Response field. Enter "Mental Health
Services".

19. | Click in the Response field.

e
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou
Procurement Logistics Welcome ten_fin_pucn
E Create Contracts and |a | Mew Window | Help | Custormize Page | 15,
Documents
— Cantract Entry
ent Wizard Execution
— Mty Contacts £
Collaborators SetlD: SHARE
[# Monitor and Update Wizard ID: RFP
Agreements o
& Manage Contract Description: RFF wizard
Library Wizard Instructions:
[® Supplier Contracts
Setup Please answer the following questions. Questions marked with an * are required.
B sSearch Content
@ Contract Release [Question Groups 1 of 4
Fracesses 5 =
B Syndication and Question Group: RFF _Previous | | Finisn |
Messaging ions:  |Please answer the following questions to creale your reguest for =
® Related Links | Group Instructions: iy g g i bl z‘ =
B Customers
B Producls
® Promotions
& Customer Contracts “Please enter the name ofthe state agency: IMema\ Health Services é‘@
@ Order Management o
& Pricing Configuration I~ Navigation Field
E customer Returns
® iterms
B CostAccounting *Please cornplete the following staternent to provide a brief I‘ i‘@
& Vendors statement of the services to be procured. "The State intends to -
B Purchasing secura_” I™ Navigation Field
B Irventory
B3 eProcurement _
B Serices Procurement
[® Sourcing *Please enter the RFP Coordinator's name. I i‘@
[ Engineering =
& Manufacturing Definitions I~ Navigation Field
® Production Control
® configuration Modeler
® Product Configurations .
@ guality *Please enter the RFP Coordinator's phone number. | @
B Demand Planning = I Navigation Field -
&1 Done | [ e meemet

Step Action

20. | Enter the desired information into the Response field. Enter "Renovate the Mental
Health buildings".
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou
Finance Procurement Logistics Welcome ten_fin_pucn
E[%’fj:ﬁe%tﬂsmaﬂs and Mew Window | Help | Custormize Paas | & =
— Cantract Entry
Wizard Execution
— My Contacts |
Callahorators SetlD: SHARE
[# Monitor and Update Wizard ID: RFP
Agreements o
& Manage Contract Description: RFF wizard
Library Wizard Instructions:
[® Supplier Contracts ,
Setup Please answer the following questions. Questions marked with an * are required.
B sSearch Content .
® Cortract Release [Question Groups 1 of 1
Fracesses 5 =
B Syrdication and Question Group: RFF Fraios Finish
Messaging G iohs: Pl the foll fions t s 11 =
roup Instructions: ease answer the following questions to create your request for -
Bl Related Links I P pronosal - B
B Customers
B Producls
® Promotions
& Customer Contracts “Please enter the name ofthe state agency: IMema\ Health Services i‘@
@ Order Management o
& Pricing Configuration I~ Navigation Field
E customer Returns
® iterms
B CostAccounting *Please cormplete the following statement to prowide a brief [The state intends to renavats Mental i‘@
g Wendars statement ofthe senvices to be procured. "The State intends to Lem s Cmie e =
& Eﬂéﬁﬂiﬁ”g secure..” I~ Navigation Field
B3 eProcurement _
B Serices Procurement
[® Sourcing *Please enter the RFP Coordinatar's name: I\ i‘@
[ Engineering =
& Manufacturing Definitions I~ Navigation Field
® Production Control
® configuration Modeler
® Product Configurations .
@ guality *Please enter the RFP Coordinator's phone number. | @
2 DemandPlaming |+l I™ Navigatian Field -
2] Done | [ e meemet

Step Action

21. | Click in the Response field.

| -
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou
Procurement Logistics Welcome ten_fin_pucn
F Create Contracts and |« Mew Window | Help | Custormize Page | 15,
Documents
— Cantract Ent
ment Wizard Execution
— My Contacts |
Collaborators SetlD: SHARE
[# Monitor and Update Wizard ID: RFP
Agreements o
& Manage Contract Description: RFF wizard
Library Wizard Instructions:
[® Supplier Contracts ,
Setup Please answer the following questions. Questions marked with an * are required.
B sSearch Content .
® Cortract Release [Question Groups 1 of 1
Fracesses 5 =
B Syrdication and Question Group: RFF m M
Messaging G ions: P! the folli tions b 1 L o
roup Instructions: ease answer the following questions to create your request for -
[ Related Links I P pronosal - B
B Customers
B Producls
B Promotions . X —
& Customer Contracts Please enter the name ofthe state agency: IMema\ Health Services Z‘
@ Order Management o
& Pricing Configuration I~ Navigation Field
E customer Returns
® iterms
B CostAccounting *Please cormplete the following statement to prowide a brief [The state intends to renavats Mental i‘@
B Vendors statement ofthe senvices to be procured. "The State intends to Lem s Cmie e =
B Purchasing secure." I~ Navigation Field
B Irventory
B3 eProcurement _
B Serices Procurement
[® Sourcing *Please enter the RFP Coordinatar's name: I\ i‘@
[ Engineering =
& Manufacturing Definitions I~ Navigation Field
® Production Control
® configuration Modeler
® Product Configurations . . @
@ guality Please enter the RFP Coordinator's phone number: |
2 DemandPlaming |+l I™ Navigatian Field -
&1 Done | [ e meemet

Step Action

22. | Enter the desired information into the Response field. Enter "Larry David".

23. | Click in the Response field.
l |

24. | Enter the desired information into the Response field. Enter "615-555-4027".

25. Click the scrollbar.
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Finance Procurement Logistics Welcome ten_fin_puch

B Create Contratts and Yvizau mau LD,
Documents Flease answer the following questions. Questions marked with an = are required

— Cantract Entry
Question Groups 1 0f 1

— by Contacts / Question Group: RFP Frevious Finish

Lollaborators Group Instructions: Please answer the following questions to create your request for i‘ -
B Monitor and Update bronosal: - B
Agreements
B Manage Contract
Library
[® Supplier Contracts
Setup PR
[ Search Content ™ Navigation Field
B Contract Release
Fracesses
[ gyndication and *Please complete the fallowing staternent to provide a brief
Messaging staternent of the services to be procured. "The State intends to
Bl Related Links I secure..” I~ Mavigation Field
B Customers
® Products
® Promotions
[ Customer Contracts "Please enter the RFP Coordinator's name: ILarryDaviu i‘@
[ Order Management =
& Pricing Configuration I™ Navigation Field
E customer Returns
® iterms
g \?gr?é?rcscoummg *Please enter the RFP Coordinator's phone number. |51 5755574027\ @

B Purchasing I~ Mavigation Field
B Irventory

B eProcurement

B Serices Procurement
B Sourcing Previous Finish

[ Engineering

[ Manufacturing Definitions
B Production Control *Reguired Question
® configuration Modeler

E Product Configurations Cancel

@ guality
E Demand Planning .| =

& LT[ (e

"Please enterthe name of the state agency: IMema\ Health Services i‘@

nds to renovate Mental é‘@

Step Action

26. Click the Finish button.

27. | On this page you can view, edit, or submit the document. For more information on
documents please refer to the Using Documents topic in the CN1.

28. | You have sucessfully created an Ad Hoc Document.
End of Procedure.
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Requesting Collaboration on Documents
The Edison system allows different users to edit, review, and change the same document.

Procedure

In this topic you will add a collaborator to your list of default collaborators. Then you will
navigate to a document and add this contact as a collaborator.

My Links | Select One ~| Bearch

My Page ELM Finance Procurement Logistics

Home|Worklist|Sign out

Welcome ten_fin_pucn

Personalize Content Layout

Enterprise Menu Edison News Alerts = WMy Reports =

¥ T Enhancerents

Mo articles currently available "
¥ Employee Self-Service “ﬂ Reports To Display

[ Manager Self Senvice i Al Articles and Sections

[ Enterprise Learning

E EE‘T My Compensation History =
® Faom 8% view Pavcheck

[® Enterprise Components

E My Content

& |rvestor Portal

g Fortal Administration Compensation Histu;-_y: ot .
Wiarklist Review compensation history for base, variable,

) Portal Reporting Tools and stock options, Tasks EEEE

¥l PeopleTools

[ ELM Reporting Tools

Review current and prior paychecks. Report Manager

o Task(s) ertries found

El EFM Reparting Tools -%Di"m Deposit )
& FScn Reporting Tools add or update your direct deposit infarmation.
— ELM (opens new window] Add a Task | Show AIEnhanced
— EPM {opens new window)
— FSCM (opens new window,
_ BCM fopens new window) Benefits Summary BB X
- eSupplier Portal Benefits Summary
- Eaclitible Review a summary of current, past or future Time & Labor 2 B X
- EleetFocus benefit enrollments. .
erwsmerre Report Time
e e £ Report your time and task details for a day,
- Wy Personalizations N » week, or time periad.
— My Systermn Profile "J(B Dependent/Beneficiary Info
| v Dictionar & o iz o uptks depenekn: and) bensiiEkmg
infarmation. Q’% Request Overtime
¥ Request employee avertime requests,
Job and Personal Information 3]] Pavable Time Summar:
||= Personal Information Summar A view a summary of your payable time.
@ Review a summary of your personal
information.

- “aw Home and Mailing Address
=" Review and update your home and mailing
addresses,

Step Action

1. Click the FSCM link.
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Bl Supplier Contracts

& Customers

@ Products

3 Promaotions

B Customer Contracts

[ Order Management

[ Pricing Canfiguration

B customer Returmns

® items

® CostAccaunting

& vendors

E Purchasing

B Inventary

& eProcurement

B Senices Procurement

® sourcing

[ Engineering

[ Manufacturing Definitions

B Production Control

[ Configuration Modeler

[ Product Configurations

& Quality

& Demand Planning

& Irventory Policy Planning

® Supply Planning

& Grants

® Program Management

@ Project Costing

@ Proposal Managerment

B Maintenance
Management

[ Resource Management

B Lease Administration

[ Staffing

[ Travel and Expenses

& filling

B Accounts Receivable

B Accounts Payable

& egettiements

® Asset Management

[ 1T Asset Management

[ Banking

Finance

Procurement

FSCM

.. Tax Center
[i="| mccess all tax and tax-related setup as well
s tax processing and tax reporting

., Treasury Definitions Center
=] Access Treasury Management setup pages
from a central location.

Products
Define product detsils, alternates, seling
prices, UOMs and specifications

Idertify Procuct Details

Beviev Product Information

Request Processes

Beports

| Order Management
Manage al aspects of the guote and arder
cyele with Order Management
B Customer Activities Center
riler Mananemert Certer
SR Destdop
5 More

 tems
Manags l ftem-relsted options.
Define Controls
Define fems and Attributes
Review fem nformation
Eepors

Purchasing
na i

Logistics

State of Tennessee — Edison Project
End User Training Materials — Working with Ad Hoc Documents

My Links | Select One: ~| Search

-, Ireasury Management Center
[i="| mccess Treasury Management business
processes and setup pages from one
location

Supplier Contracts
Manage Contract Life Cycle activities including
Cortract Crestion, Authoring, Syndication, and
Compliance.

Create Contracts and Documents

Monitor end Update Agreements

Manane Contract Library

5 More..

Promotions
Manage all aspects of trade spending through
Prometions Management
= Promations Manacement Center
Eunds
WManage Promotions
2More:

Pricing Configuration
Creste pricing structures, rules, formulas and
arbitration plans
= Price List Reports
Creats Pricing Informeation
Pricing Data Exchange
Mass Updales

Cost Accounting
Functions to accourt for Inventory and
Manutacturing transactions and upcste
standard costs

ftem Costs

Inventory and big Accounting

Inventory

n Fmre—tormiacerss

Gol

Welcome ten_fin_puch

Eclt "FSCh" Filder

- Ireasurv Processing Center
[i= 2.ccess Treasury Management process
pages from a central location

Customers

Manage customer information

=l Cortact Infarmation
Customer Information
Conversations
2 hore..

Customer Contracts
Access customer contracts
PContracts Center
[ElReview Contract Summary.
ElMy Cortracts

14 More...

Customer Returns
Manage return material for customers
[ElCreatedpdate R

Rewieww RMA Information

Reports

\endors
e, mairtain, of approve vendors; manage
1099, global withhelding, or C4 EDD
\endor Information
1099Global Withhalcing
Calitorria ELD
Certral Contractor Registry

eProcurement
il

Home|Worklist|Sign ou

Action

Click the Supplier Contracts link.
[® supplier Contracts]

Click the Create Contracts and Documents link.

¥ Create Contracts and
Documents

Click the My Contacts / Collaborators link.
@Cnntacts / Collabor ators

This page allows you to input users with whom you commonly collaborate with.
Whenever requesting collaboration on a document you have a chance to edit
collaborating users. Hence, if a user is entered on this page it doesn’t necessarily mean
you have to collaborate with that user

In the User field enter the User name of a valid Edison user that you would like to
collaborate with.
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Home|worklist|Sign ou

Welcome ten_fin_puch

&l Create Contracts and | Mew Window | Help | Custornize Page | 15
Documents
— Cantract Entry
— Dacument
Manazement My Internal Contacts / Collaborators
First [4 1 or 1 [¥] Last
Can Edit
Agreements User Description Collaborator During
B Manage Contract Collahoration
Library
B Supplier Contracts Q e ~ B

Setup
B search Content
B Contract Release
Fracesses
[ gyndication and
Messaging
¥ Related Links
B Customers
& Products
® Promotions
B customer Contracts
[ Order Management
& Pricing Canfiguration

B customer Returns & save | [=] hatity Eradd Updste/Display
S o Do B Boer] [ Bvacoe ]|
B CostAccounting

B Vendors

® Purchasing

B Irventory

B eProcurement

B Serices Procurement

[ Sourcing

[ Engineering

[ Manufacturing Definitions
B Production Control

[ configuration Modeler
& Product Configurations
B Quality

E Demand Planning

& L[ (@

Step Action

7. Click in the User field.

Enter the desired information into the User field. Enter "ten_meleski".

When the Collaborator box is selected it allows the user on this line to review and
make comments on documents that you create. But it does not give this user the
authorization to edit the document.

10. | Select the Can Edit During Collaboration box to indicate that the collaborator can
edit documents during the collaboration process. To edit a document the user must
download a copy of the document to their hard drive and then upload after they make
changes. After collaboration is complete, the document administrator has the ability to
accept or delete any or all changes made using Microsoft Track Changes functionality.

Note: You must have Microsoft Word 2003 or higher to be able to view the
documents.

11. | If you leave both the Collaborator and the Can Edit During Collaboration check
boxes cleared, you can associate these users as interested parties to a specific contract
for read-only access any time during the document's life cycle.
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Procurement Logistics
El Create Contracts and
Documents
— Cantract Entry
— Dacument

Manazement My Internal Contacts / Collaborators

Default Collahorators
[ Monitor and Update

Agreements User
[# Manage Contract

Library -
E Supplier Contracts ten_meleski | @

Description

Setup
B search Content
B Contract Release
Fracesses
[ gyndication and
Messaging
¥ Related Links
B Customers
& Products
® Promotions
B customer Contracts
[ Order Management
& Pricing Canfiguration
E customer Returns
H iterns
B CostAccounting
B Vendors
® Purchasing
B Irventory
B eProcurement
B Serices Procurement
[ Sourcing
[ Engineering
[ Manufacturing Definitions
& Production Control
[ configuration Modeler
& Product Configurations
@ uality
E Demand Planning

Collaborator

I

My Links | Select One: ~| Search

New Wiindow | Help | Custornize Page |

Gol

Home|Worklist|Sign ou

Welcome ten_fin_puch

Can Ei
During
Collaboration

~ F =

b Add UpdeteDisplay

=]

&) Done

| 1rternet

Step Action

12. Click the Save button.
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El Create Contracts and
Documents
— Cantract Entry
— Dacument
Management

[ Monitor and Update
Agreements
[# Manage Contract
Library
[ Supplier Contracts
Setup
B search Content
B Contract Release
Fracesses
[ gyndication and
Messaging
¥ Related Links
B Customers
& Products
® Promotions
B Customer Contracts
[ Order Management
& Pricing Canfiguration
E customer Returns
H iterns
B CostAccounting
B Vendors
® Purchasing
B Irventory
B eProcurement
B Services Procurement
[ Sourcing
[ Engineering
[ Manufacturing Definitions
B Production Control
[ configuration Modeler
& Product Configurations
@ uality
E Demand Planning

Finance

=l

Default Collahorators

User

ter_meleski QL

& save Hotify

Procurement

My Internal Contacts / Collaborators

State of Tennessee — Edison Project
End User Training Materials — Working with Ad Hoc Documents

My Links | Select One: ~| Search

Logistics

Gol Home|Worklist|Sign ou

Welcome ten_fin_puch

=]

New Wiindow | Help | Custornize Page |

Collaborator During
Collaboration
v ~ B

b Add UpdeteDisplay

&) Done

| 1rternet

Step

Action

13.

Docurment
hlananement

Click the Document Management link.
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou

Procurement Logistics Weloome ten_fin_pucn

B Create Contracts and Mew Window | Help | Customize Pags | &)

Documents
— Cantfract Entry
Add a Document
*Source Transaction: E
Lollahorators —
B Monitor and Update SetiD: SHARE Q

Agreements *Ad Hoc ID:

[# Manage Contract
Library
[ Supplier Contracts
Setup
B search Content
B Contract Release
Fracesses
[ gyndication and
Messaging
¥ Related Links
B Customers
® Products
® Promations
® customer Contracts
[ Order Management
& Pricing Canfiguration
E customer Returns
H fterms
B CostAccounting
B Vendors
® Purchasing
B Irventory
B eProcurement
B Serices Procurement
[ Sourcing
[ Engineering
[ Manufacturing Definitions
& Production Control
& configuration Modeler
& Product Configurations
@ guality
E Demand Planning

(& Done [T [ e meemet

Add a Docurnent | Find an Existing Document

Step Action

14. | Click the Find an Existing Document link.
Find an Existing Documenﬂ
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou

Procurement Logistics Weloome ten_fin_pucn

El Create Contracts and
Documents

- Mew Window | Help | Customize Pags | &)

Find an Existing Document
i *Source Transaction: =
Callahorators
® Monitor and Update SetiD: BHARE A
Agreements Ad Hoc ID: @
[# Manage Contract

Library
B Supplier Conracts Document SetiD: SHARE O Status: |

Setup
B Search Content Configurator ID: [ @ pocument State: [#ctive Documents onty

B P?g?g:sﬂe?e'ease From Begin Date: ] To Begin Date: B
[ gyndication and From Expire Date: To Expire Date:
Messaging . . l—
® Related Links Administrator: aQ
® customers Sponsor: | Q
& Products
& Promotions Department: a
B customer Contracts
[ Order Management
& Pricing Canfiguration
E customer Returns ﬂl #uld 2 Dacument
H iterns
B CostAccounting
B Vendors
® Purchasing
B Irventory
B eProcurement

Lel«]

Description: I

B Services Procurement

[ Sourcing

[ Engineering

[ Manufacturing Definitions
B Production Control

[ configuration Modeler

& Product Configurations
@ uality

B Demand Planning =l | D

&) Done [ [ [ [ | |@mteme

Step Action

15. Click the Source Transaction list.

16. | Click the Purchasing Contracts list item.

[Purchasing Contracts |

17. | Click the Look up Contract ID button.

[&

18. | Click an entry in the Contract ID column.
D000000000000000000001615

19. Click the Search button.
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Finance Procurement Logistics

El Create Contracts and

My Links | Select One: ~| Search

Gol Home|Worklist|Sign ou

Welcome ten_fin_puch

e Window | Help | Custarnize Pas | o5,

Documents "
— Cantfract Entry
Find an Existing Document
— My Contacts / *Source Transaction; | Purchasing Contracls =
Callahorators B
& Monitor and Update SetlD: SHARE C “endor SetiD: SHARE O
Agresments Contract ID: 0000000000000000000001615 @, Vendor ID: Q
[# Manage Contract
Library
Bl Supplier Contracts Document SetiD: SHARE O Document Status: | =l
Sety o —
" P Configurator ID: @ Document State: [Astive Documents Only =
Search Content
[c] PCD”"aft Release From Begin Date: [ To Begin Date: [
rocesses
& Syndication and From Expire Date: 5 To Expire Date: [
Messaging i . Q
¥ Related Links L Atministrator:
3 Customers Sponsor: I Q
& Products l—
® Promations Department; 2
B customer Contracts Description: [
[ Order Management
& Pricing Configuration Add & Document
E customer Returns
3 tterns Search Results
B CostAccounting v
B Ventors Documents Details
B Purchasing Document Keys Document Administrator Version  Amendment
B irwveritary SHARE [ ipti
& eProcurement 0000000000000000000001815 1ter 1 description at 85 ten_fin_pucn 0.00 a
B Serices Procurement
[ Sourcing
[ Engineering
[ Manufacturing Definitions
E Production Control
[ configuration Modeler
& Product Configurations
@ guality
2 pemardpiaming el | .
(& Done [T [ e meemet

Step Action

20.

SHARE !
0000000000000000000001F15

Click an entry in the Document Keys column.
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou

Procurement Logistics Welcome ten_fin_pucn
El Create Contracts and
Documents

— Cantfract Entry

- Mew Window | Help | Custormize Paas | & =

. Document Management
en
— My Contacts [ Source: Furchasing Contracts Return to Document Search
Callahorators
B Wonitor and Update SetlD: SHARE Contract ID; 0000000000000000000001615
Agreements
[# Manage Contract Vendor ID: 0000007169 Diamond Drugs Inc
Library
[ Supplier Contracts Document SetID: SHARE Administrator: ten_fin_pucn
Setup . .
B Search Content Sponsor: Department:
E‘PCDWED‘RE'EQSE Configurator ID:  GRANTS_CONF Grants Contract Docurment Configuratar
rocesses
[ gyndication and Description: 11tem 1 description at 58 Charge Attributes
Messaging
¥ Related Links
B custamers —  Version: 000 Created On: 12104107 8:344M 0 Aftachments Exist
& Products Status: Draft Last Modified On: 12/05/07 12:57PW Eudernal Contacts List

® Promations
B Customer Contracts Send to Contacts

[ Order Management
& Pricing Canfiguration
B customer Returns

& fterms View and Edit Options: Review and Approval: Other Document Actions:

B CostAccounting View Document Route for Collaboration Refresh Document

B Vendors e _—————
B Purchasing Edit Docurment Previgw Approval Regenerate Document
3 Irwvenit

@ Epmw?;mgm Document Version Histo Submit far Appraval _ Compare Dowuments |
[ Services Procurement Bypass Approvals Deactivate Document

[ Sourcing

B Engineering Collaboration Details

B Manufacturing Definitions Document Modification Surmary

B Production Control

[ configuration Modeler
& Product Configurations
B Quality

" .
 DemandPlanning 1=l |

& L[ (@

Generation Log |

Step Action

21. Click the Route for Collaboration button.

| Route for Caollaboration I

22. | Notice that the user that was just entered appears automatically as a collaborator

23. | The Plus and Minus buttons allow you to add or delete collaborators to this specific
document.
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My Links | Select One: ~| Search

Logistics

Home|worklist|Sign ou

Finance Procurement Welcome ten_fin_puch

Mew Window | Help | Customize Pags | &)
Documents

— Contract Entry
Internal Contacts / Collaborators

— My Contacts
Callahorators SetlD: SHARE Contract ID: 0000000000000000000001615

] monitor and Update Wendor ID: 0000007168 Diamand Drugs Inc

Agreements
[# Manage Contract
Library
[ Supplier Contracts
Setu it i
= Seal:m Content *User Description Collaborator During Collaboration Date Time
" Status
B Contract Release Collahoration
Fracesses l—
& Syndieation and 1 ften_meleski & = 2 Initial =]
Messaging =
¥ Related Links I
B Customers -
B Products -
® Promotions
B Customer Contracts [
[ Order Management
& Pricing Canfiguration
B customer Returns
® iterns
B CostAccounting
& Vendors
® Purchasing
B Irventory
B3 eProcurement

~ Internal Contact Details

Sars | (RS [0 CalE DT Retur to Docurment Management

B Services Procurement
[ Sourcing

[ Engineering

[ Manufacturing Definitions
B Production Control

[ configuration Modeler
& Product Configurations
B Quality

E Demand Planning

& L[ (@

Step Action

24. Click the Add a new row at row 1 button.

25. Click in the User field.

26. | Enter the desired information into the User field. Enter "ten_bauer™.

27. | Click the Collaborator option.

28. | Click the Can Edit During Collaboration option.

29. Click the Route for Collaboration button.

| Route for Caollaboration I

30. The users that were asked to collaborate on the document may now review, comment,
and edit (depending on their security) the document and mark it as such.

31. | Until the collaboration process has ended the document can not be approved. However
the collaboration can be cancelled or modified by the creator of the document.

32. | You have sucessfully requested collaboration on a document.
End of Procedure.
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aedison

Collaborating on Documents
The Edison system allows different users to edit, review, and change the same document.

Procedure

In this topic you will find a document that has been edited by another user and routed the
document over to you for collaboration. You will review and edit the document as necessary.

Step Action

1. It is possible to see documents that you have been requested to collaborate on in your
Worklist. Or you can find the document you wish to collaborate on by searching for
that document.

My Links | Select One x| Search

My Page ELM Einance Procurement Logistics

Home |warklist|Sign out

Wwelcome ten_fin_pucn

Personalize Content Lavout

Enterprise Menu = M Edison News Alerts B = WMy Reports =] =
] Th Enhancements Mo articles currently availahle .
Bl Ernployes Seit ez
Fl Manager Self Senice Wiew A)l Articles and Sections
B Enterprise Learning
F HoM q B
My Compensation Histo [ =
5 ELM PASL v
I Fsom ew Paycheck
[ Enterprise Components ' Review current and prior paychecks. Report Manadger
[ My Content
E Investor Portal —
I Portal Administration ‘J&.ﬂ] Compensation Histor
B wiorklist Y407 Review compensation history for base, variable,
[ Portal Reporting Taols and stack options, L Sl
[ PeopleTools Ma Task(s) ertries found,
[E ELM Reporting Tools . .
[ EFM Reporting Tuols %D"’m Deposit
%) Faon Reparting Tools =P 1dd or update your direct depasit information.
— ELM (0pens new wind o) Add a Task | Show AVERhanced..
— EFM {onens new window!
— ESCM (opens new window,
| GGl (onens new windgw! Hﬁls Summary =)
I~ eSupnlier Portal {k penefits Summary .
- Facilititax Review a summary of current, past or future Time & Labor B = &
- FleelFocus benefit enrallments, L;‘ .
B ==/ Report Time
ﬁ“i”erzu":ar‘;fiﬁn":zm e JeNT e o ol ezl o @ o,

— My Parsnnalizafions . week, or time perind,
— My Systern Proiile "ag%Dagendant[ﬂaneficiary Info
— My Dictinnary &J Review or update dependent and beneficiary

nfarmnation. Q’% Request Overtime

¥ pequest employes overtime requests,
Job and Personal Information [SRES) }'j;ﬂ] payable Time Summar:
@ Personal Information Summar A view a summary of your payable time.
Review a summary of your persanal
infarmation.
= Home and Mailing Address
#="Review and update your home and mailing
addresses, -

Step | Action

2. Click the FSCM link.
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Bl Supplier Contracts

B Customers

3 Products

3 Promaotions

B Customer Contracts

& Order Management

[ Pricing Canfiguration

# customer Retumns

® ftems

3 CostAccaunting

& vendors

& Purchasing

B Inventary

& eProcurement

B Senices Procurement

® sourcing

B Engineering

B Manufacturing Definitions

B Production Control

[ Configuration Modeler

[ Product Configurations

& Quality

& Demand Planning

& Irventory Policy Planning

3 Supply Planning

& Grants

® Program Management

[ Project Costing

B Proposal Managerment

B Maintenance
Management

[ Resource Management

B Lease Administration

[ Staffing

[ Travel and Expenses

& gilling

H Accounts Receivable

B Accounts Payable

& egettements

# Asset Management

[# 1T Ascpt Mananament

Finance

Procurement Logistics

[~/ Fscm

. Tax Center
= access all tax and tax-related setup as well
s tax processing and tax reporting

_ Treasury Defii ns Center
=] access Tressury Managemert setup pages
from & certral location.

Products

Define product detsils, alternates, seling
prices, UOMs and specifications
[Cldlertity Prociuct Details

(1 Review Product Information
[CiIRequest Processes

CiReports

4

Order Management
Manage all aspects of the gucte and order
cycle with Order Management
[ Customer Activities Center
[ Orider Managemert Certer
= C5R Desldop.
£ More.

&

ltems

Mariie al itsm-related options
[ Define Controls

[ Define tems and Attributes
(1 Reviewy tem Information
CiReports

&

&

e

State of Tennessee — Edison Project
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My Links | Select One: ~| Search

Treasury Management Center
Access Treasury Managemert business
processes and setup pages from one
location

Supplier Contracts
Manage Contract Life Cycle activities including
Contract Creation, Authoring, Syndication, and
Compliance.
(1 Creste Confracts and Documents
[ honitor and Updste Aoreements
[ Marwge Contract Library
£ More..

Promotions
Manage all aspects of trade spending through
Prometions Managsment
[EPromations Manacemert Certer
I Funds
[ Manage Promations
2More:

icing Configuration
Creste pricing structures, rules, formulas and
arbitration plans

= Price List Reports

[ Creats Pricing Informeation

[ Pricing Dete Exchange

[ Mass Updates

Cost Accounting

Functions to accourt for Inventory and
Marnutacturing transactions and upcste
standard costs

Clttem Costs

[ Inventory and Mg Accounting

Ir

Gol

Welcome ten_fin_puch

Eclt "FSCh" Fildder

easury Processing Center

E Acoess Treasury Management process

&

&

pa

ges from  central location

Customers
Manage customer information

=1
(]

Cortact Information
Customer Informetion
Conversations
2More..

Customer Contracts
Access customer contracts

=

~

Cortracts Center

Beview Contract Summary
My Contracts

14 More...

Customer Returns
Meanage return material for customers.

[m]
=

Createipdate RMA
Reviewy RMA Informeation

Eeports

\endors

A

I, maintain, o &pprove vendors; manags

1099, global withholding, or C4 EDD

&
=)
[l
(=]

Wencor Informeation

1099iGlohal Withholding
Califirniz ECD

Certral Contractor Reaistry

Home|Worklist|Sign ou

&

o

| 1rternet

Action

Click the Supplier Contracts link.
[® supplier Contracts]

Click the Create Contracts and Documents link.

[ Create Contracts and
Documents

Document

Management

Click the Document Management link.
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou

Procurement Logistics Weloome ten_fin_pucn

- Mew Window | Help | Customize Pags | &)

El Create Contracts and
Documents
— Cantfract Entry

) Add a Document
men
— My Contacts / *Source Transaction: =
Callahorators
*SetlD: Q

[# Monitor and Update
Agreements *Ad Hoc ID:
[# Manage Contract
ELS‘T;;VI'\H Contrats Add a Document | Eind an Existing Document
Setup
B search Content
B Contract Release
Fracesses
[ gyndication and
Messaging —
¥ Related Links
B Customers
® Products
® Promations
B Customer Contracts
[ Order Management
& Pricing Canfiguration
B customer Returns
H fterms
B CostAccounting
B Vendors
® Purchasing
B Irventory
B eProcurement
B Services Procurement
[ Sourcing
[ Engineering
[ Manufacturing Definitions
B Production Control
& configuration Modeler
& Product Configurations
@ guality
B Demand Plan -

&) vore [ e

Step Action

6. Click the Find an Existing Document link.

[Find an Existing Docurnent
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou

Finance Procurement Logistics Welcome ten_fin_puch

Bl Create Contracts and Mew Window | Help | Customize Pags | &)
Documents
— Cantract Ent

Find an Existing Document
i *Source Transaction: [
Collaborators - lmo\

[# Monitor and Update
Agreements Ad Hoc ID: Q

[# Manage Contract
Library

B Supplier Conracts Document SetiD: SHARE O Status: |

Setup
B Search Content Configurator ID: [ @ pocument State: [#ctive Documents onty

B P?g?g:sﬂe?e'ease From Begin Date: ] To Begin Date: B
[ gyndication and From Expire Date: To Expire Date:
Messaging et _ . l—
® Related Links Administrator: aQ
® customers Sponsor: | Q
& Products
& Promotions Department: a
B customer Contracts
[ Order Management
& Pricing Canfiguration
E customer Returns ﬂl #uld 2 Dacument
H iterns
B CostAccounting
B Vendors
® Purchasing
B Irventory
B eProcurement
B Serices Procurement
[ Sourcing
[ Engineering
[ Manufacturing Definitions
& Production Control
[ configuration Modeler
& Product Configurations
@ uality
® Demand Planning =l | D

&) Done [ [ [ [ | |@mteme

Lel«]

Description: I

Step Action

7. Click the Source Transaction list.

8. Click the Purchasing Contracts list item.

[Purchasing Contracts |

9. Click the Look up Contract ID button.

[&

10. | Click an entry in the Contract ID column.
[DDDOODNOOODONONDOODOGT G20|

11. Click the Search button.
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou

Procurement Logistics Welcome ten_fin_pucn
El Create Contracts and
Documents

— Cantfract Entry

- Hew Window | Help | Custornize Page | 55

=]

Find an Existing Document

1ent
— My Contacts / *Source Transaction; | Purchasing Contracls =
Callahorators B
Bl Monitor and Update SetiD: SHARE O “fendor SetiD: SHARE O

Agreements Contract ID: 0000000000000000000001620 @, Vendor ID: Q@

[# Manage Contract
Library
Bl Supplier Contracts Document SetiD: SHARE O Document Status: |

Sef -
. Seegir]nh content Configurator ID: @ Document State: [Active Documents Only
B PCnmract Release From Begin Date: [ To Begin Date: E
racesses
B Syndication and From Expire Date: [ To Expire Date: [
Messaging = ini Q

¥ Related Links

Ll

3 Customers Sponsor: I Q
& Products l—

B Promotions Department; 2

B customer Contracts Description: [

[ Order Management

& Pricing Configuration Add a Document
E customer Returns

g tems Search Results

CostAccounting e

® Vendars Documents Details

B Purchasing Document Keys Document Ads Version  Amendment
& nventory SHARE §

& eProcurement 0000000000000000000001620 Terms of Disclosure ten_fin_pucn 0.00 0

B Serices Procurement

[ Sourcing

[ Engineering

[ Manufacturing Definitions
B Production Control

[ configuration Modeler
& Product Configurations
B Quality

E Demand Planning

iRl | v

& Done [T [ e meemet

Step Action

12. | Click an entry in the Document Keys column.
SHARE |
0000000000000000000001 620,

13. | You can view, edit, and make comments about the document from this page
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou

Finance Procurement Logistics Welcome ten_fin_puch

El Create Contracts and

Mew Window | Help | Custormize Paas | & =
Documents

Document Management

Source: Furchasing Contracts Return to Document Search

My Contacts [
Collaborators

B Wonitor and Update SetiD: SHARE Contract ID; 0000000000000000000001 620
Agreements
[# Manage Contract Vendor ID: 0000068378 "es | Canl" Fech
Library
[ Supplier Contracts Document SetiD: SHARE Administrator: ten_fin_puch

Setup
B search Content
E‘PCDWattﬁeleaSE Configurator ID: GRANTS_CONF Grants Contract Dacument Configuratar
rocesses
B Syndication and Description: Terrns of Distlosure Chande Attributes
Messaging b
B Related Links
B oy Version: 0.00 Created On: 10/29/07 6:42PM 0 Altachments Exist

Bl Products Status: Pending Collahoration Last Modified On: 1200507 1:53PM External Contacts List
® Promations

® customer Contracts
[ Order Management
& Pricing Canfiguration
B customer Returns This documert reduires your fesdback. Review document, then erter and save comments. When done click Mark a3 Reviewed.
H iterms =

B CostAccounting
B Vendors

® Purchasing =
B Irventory

B eProcurement
B Serices Procurement -
[ Sourcing I Z‘
[ Engineering

[ Manufacturing Definitions
B Production Control Save | Mark as Reviewed
[ configuration Modeler
& Product Configurations

B cwality
& Demand Flanning v‘ 5 |\f|r-!w anid Fdit Ontinns: Review and llrmrmrrll: Other Dorumeant Artinns:

& i L[ (@

Sponsor: Grainger Industrial Supply Department:

[

Step Action

14. Click the scrollbar.

15. Use the View Document button to view the document.

16. | Clicking this button will open a new window. Make sure that your browser's pop up
blocker is turned off or you can press the Ctrl key on the keyboard while clicking the
button.

Press the [Ctrl] key and click the Edit Document button.

Edit Document
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou

=10l x|
Fle Edt Wiew Favortes Tools Help \ o
E!E():reate Ctnmra Gtk - @ v (1] [ ] Pseach Firavontes €| (00 fn 2 L& I
—DccourmZ:tSEm\ Address [{€] hitp:ifag031 3006003 nussh. tenn:6040f B30k psft/¥51 644561 0/5HARE_10000000000000DDNNNNNL620_0.00. ] = Bee ‘me D
t =

h men|
hiy Contacts
Collaborator
B Monitor and U

Agreements - :
[# Manage Contr File Download x|

Library .
[ Supplier Cont Do you want to open or save this file?

Setup
B Search Conte w Name: SHARE_0000000000000000000001620_0.00.4m|
& porlractRele j Type: Microsoft Ward Document, 45.8 KB

rocesses

B Syndication at From: ag0319006k003. nash.tenn

Messaging

B Related Links Qpen save | [ Carcel |

B Customers

B Products

B Promotions

B customer Contr “while: files fram the Intemet can be useful, some files can potentially

[ Order Managem @ harm your computer. If you do not trust the source, da nat apen ar
save this file. What's the risk?

& Pricing Configur
E custorner Retur
H iterms

B CostAccounting
& Vendors

® Purchasing

B Irventory

B eProcurement
B Serices Procun
[ Sourcing

[ Engineering

[ Manufacturing O |
E Production Cont
@ configuration Mi
& Product Canfigu
@ uality =l

] i H
= Pemand 2\anm} = Start downloading from site: http: ffan0319006k003.nash tenn:6040/fs&9dtrn/psft/vaL 644881 0/sHARE_oooooooooooooo | | [ [ [ [unknown Zons i

€] Done [ R [ T[ 1 [% meernet

Step Action

17. Press the Save button.

Save

4 EUT CN2 Trn Guide D-A.29.a.5.1 Final 8.9.doc A.29.a.5.1
Date: 4/15/2008 Page 26




State of Tennessee — Edison Project
End User Training Materials — Working with Ad Hoc Documents

My Links | Select One: ~| Search
Document1 - Microsoft Word [_[O]=]

Home|worklist|Sign ou

i Fle Edt View Insart Format Tools Table ‘Window Help Type a question for help [+ 3¢
Oeofye

Bl Create Contre 3 B ST 5 S
e N E RS SRR B0 LN
I T

— Caontract Enl I

Mty Contact:
Collaborator

B Monitor and L
Agreements |ﬂ My Documents
B Manage Cont [Pty videos
Library

B Supplier Con
Setup
B Search Conte
B Contract Rele
Fracesses
[ gyndication a
Messaging
¥ Related Links
B Customers
& Products
& Promotions
B customer Cont
[ Order Manager
& Pricing Canfigu

My Recent
Documents

B Customer Retu Computer
& iterms . Transform
- . . Transkor;
B costAccounting| - |
& Vendors - File pame: B 0.0 I &pply transform P
® Purchasing - My Network [~ Save data only =

B Inveriory . Places Save as bype: |><ML Document = Cancel
B eProcurement
B Services Procur
# Sourcing

[ Engineering

[ Manufacturing C

3. Grant Contract Term
Ttis Grant Contract shall be effective for the period commencing onfOctober 25, 2007 and ending on
IOctober07, 2005) The State shail have no obligation for services rendered by the Grantes which are

& Production Con |~ not performed within the specified period.
& Configuration M| - -
& product Configt | - . Payment Terms and Conditions

® cuality N 1 Wavimiam Tishilitr Tnonn event shafl the maximam liahilitsr nf the State under this Grant,

E Demand Planni =
-j l:l- l:lu

| Page 1 Sec 1 In1  Col1

§

Step Action

18. Click the File Name field.
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My Links | Select One: ~| Search

@ Document 1 - Microsoft Word [_[O]=]
i Fls Edt Table
El Create Contrz 3 N = o (2 it

E £ “3 - 2 Normal v TmesWewRoman = 12 = | B F U
Documents DFHRes SR ¥ =B b | _|
— Contract Ent ] | .

Home|worklist|Sign ou

Type a question for help [+ 1%
Oeofye

View Insert Format  Tools Window  Help

' ez

— My Contacts
Collaborator
B Monitor and L

Agraemants Savein:  [iL) My Documents
[# Manage Cont @My\hdeus
Library
B Supplier Con
Setup
B Search Conte
B Contract Rele
Fracesses
[ gyndication a
Messaging
¥ Related Links
B Customers
& Products
& Promotions
B customer Cont
[ Order Manager
& Pricing Configu | -
B Customer Retu My Computer

& tems ) Transform:
- . . Transkar,.,

B costAccounting| - |

& Vendors - File pame: [ =] I apply transform P
- My Network =

® Purchasing [ save data orly
B Inveriory . Places Save a2 bype: [l pacurment = Cancel

My Recent
Documents

B eProcurement

B Services Procur
# Sourcing

[ Engineering

[ Manufacturing C
& Production Con
& configuration b
@ Praduct Configt | - . Payment Terms and Conditions

® cuality N 1 Wlaximim Lishilitsr Tnonn event shall the maximiam Hahilitse af the State under this Grant,
E Demand Planni

W\Paqel Sec 1 TS Int1 o1 | [ | |
== = = T

3. Grant Contract Term
Ttis Grant Contract shall be effective for the period commencing onfOctober 25, 2007 and ending on
IOctober07, 2005) The State shail have no obligation for services rendered by the Grantes which are
not performed within the specified period.

§

Step Action

19. Enter the desired information into the File Name field. Enter "Collaboration
Contract".
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My Links | Select One: ~| Search

My Page 3l Document1 - Microsoft Word [_[O]x]

Home|worklist|Sign ou

P Fle Edt View Insert Format  Tooks  Table  Window Help Type aquestion forhelp [+
H = - A -
Documents o-a

B Create Conti i 1y o2 Y [3 9 | B[R % | B o -

i Normal + TmesNewRoman =« 12 = | B I U |
— Contract Enf ] | ! ! EEERENERES EBEENEENC RN RN Ry |

— My Contacts
Collaborator
B Monitor and L

Agreements |ﬂ My Documents
[# Manage Cont @My\hdeus
Library
B Supplier Con
Setup
B Search Conte
B Contract Rele
Fracesses
[ gyndication a
Messaging
¥ Related Links
B Customers
& Products
& Promotions
B customer Cont
[ Order Manager
& Pricing Canfigu
E custorner Retu

E items N Transform;
. - . Transfarm,.,
B costAccounting| - \
B Vendors Filename:  [Collaboration Contract =] I apply transform Save

® Purchasing - My Network [~ Save data only

B Inveriory . Places Save a2 bype: [l pacurment = Cancel
B eProcurement
B Serices Procur
# Sourcing

[ Engineering

[ Manufacturing C

My Recent
Documents

3. Grant Contract Term
Ttis Grant Contract shall be effective for the period commencing onfOctober 25, 2007 and ending on
IOctober07, 2005) The State shail have no obligation for services rendered by the Grantes which are

H Production con | - 0t performed within the specified period. -

& Configuration M| . *

& Praduct ConfigL | - 4. Payment Terms and Conditions ©

® cuality N . R] I 1 Wlaximim Lishilitsr Tnonn event shall the maximiam Hahilitse af the State under this Grant, &
EEELK |
S w3 s A

Step Action

20. Click the Save button.

[ |

21. | The highlighted text is standard clause language from the library, and the text between
the brackets are bind variable information.

22. Click in the text behind SERVICES.
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou

1

H =l Document crosoft Word [_ O] x]
File Edit Wiew Insert Format Tools  Table  Window  Help Type aquestion forhelp =/ X

El Create Caontra
Documents
— Cantract Entl

i
— My Contacts I

EEHRA SR BRI nom - TimesNewRoman = 12 = | B £ = [0- A -

I B R T B SR SRR

(1

' 1

Collaborator

B Monitor and U

Agreements
[# Manage Contr
Library
[ Supplier Cont
Setup -
B Search Conte | -
B contractRele |

Processes - [Praamh]a
B syndication ar | ~ B
Mjssagmg - This Grant Contract, by and between the State of Tennesses, [Wheat supplierd, hereinafter referred to as

the "State" andl4nna Armstrong, hereinafter referred to as the "Grantee, is for the provision off Wheat

[ Related Links N
will be delieverd for making bread [ as further defined in the "SCOPE OF SERVICES."

B Customers

= ,
] E;EE:;‘E”E : The Grantes is A/ANSPC]

® customer Contr

& Order Managem| INDIVIDUAL, FOR-PROFIT CORPORATION, NON-PROFIT CORPORATION, SPECIAL

B Fricing Configur | PURPOSE CORPORATION OR ASSOCIATION, PARTHNERSHIP, JOINT VENTURE, OR

B custorner Retur LIMITED LIABILITY COMPANY.

H iterms .

B CostAccounting]| - . Scope of Service

H vendors The Grantee shall provide all service and deliverables as required, described, and detailed by this

B Purchasing . Seope of Services and shall meet all service and delivery timelines specified in the Scope of Services
Bl inventary : sestinn or slsswhsts in this Grant Contract

B eProcurement
B Services Procun
[ Sourcing

[ Engineering

[ Manufacturing O

. Grant Contract Term
This Grant Contract shall be effective for the period commencing onjOctober 25, 2007 and ending on
JOctoer 07, 2005 The State shell have no obligation for services rendered by the Grantee which are

H Produstion bont not performed within the specified period -
Bl configuration Mi . *
® Product Configu | - . Payment Terms and Conditions @
B quality B C.1. Maximum Liabilitv. Inno event shall the maximum liabilitv of the State under this Grant i L

B Demand Planni
m e

W |Page 1 Set 1 1y |[ae " n1 a1 |[rec]

C L 1 A

Step Action

23. Enter the desired information into the text. Enter "DOCUMENT".

24. | To have the changes you make to the document appear in Edison the document you
saved on your computer must be uploaded into Edison.
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou
Documen crosoft Word [_ O] x] 1

Documents
— Cantract Entl

hiy Contacts
Collaborator

PRle Edt View Insert  Format  Tools  Table  Window  Help - X
ElcresteContta sy ;o I 2 2 [ & (3| % B2 B o - ormal - Times NewRoman = 12 = | B X

T TR L T R SRR Y R =
IEENEERESEENEREE EXRNEERE EREN EREE KRN NS S =

B Monitor and U
Agreements
[# Manage Contr

Library
[ Supplier Cont
Setup -
B Search Conte | -
B contractRele |

Processes 1 [Praamh]a
[ gyndication at . h . .
Messaging This Grant Contract, by and between the State of Tennesses [Wheat suppu_m{ hereinafter referred to as
B Related Links the "State" andAnna Armstrong hereinafter referred Lo as the "Grantee," is for the provision offheat
B Customers will be delieverd for makingbread [ as further defined in the "SCOPE OF SERVICES DOCUMENT
& ,
& E;g,dﬂu;“‘smg : The Grantes is A/ANSPC]
® customer Contr
& Order Managem | - INDIVIDUAL, FOR-PROFIT CORPORATION, NON-PROFIT CORPORATION, SPECIAL
& Pricing Configur | PURPOSE CORPORATION OR ASSOCIATION, PARTHNERSHIP, JOINT VENTURE, OR
B Customner Retur LIMITED LIABILITY COMPANY.
H iterms .
B CostAccounting]| - . Scope of Service
H vendors The Grantee shall provide all service and deliverables as required, described, and detailed by this
B Purchasing . Seope of Services and shall meet all service and delivery timelines specified in the Scope of Services
Bl inventary : sestinn or slsswhsts in this Grant Contract

B eProcurement
B Services Procun
[ Sourcing

[ Engineering

[ Manufacturing O

Grant Contract Term
This Grant Contract shall be effective for the period commencing onjOctober 25, 2007 and ending on
JOctoer 07, 2005 The State shell have no obligation for services rendered by the Grantee which are

® Production Cont| - not performed within the specified period :
E configuration M| -
® Product Configu | - 4. Payment Terms and Conditions @
B quality B C.1. Maximum Liabilitv. Inno event shall the maximum liabilitv of the State under this Grant i
® Demand Plannitl = B[E]= @ 4] d
i | 0

W |Page 1 Sec 1 i ||att n1 Cot I:”:H:H:.I ‘ H

Step Action

25. Click the File menu.

4 EUT CN2 Trn Guide D-A.29.a.5.1 Final 8.9.doc A.29.a.5.1
Date: 4/15/2008 Page 31



State of Tennessee — Edison Project
End User Training Materials — Working with Ad Hoc Documents

My Links | Select One: *| Search Gol Home|Worklist|Sign ou

1
H ment. crosoft Word [H[=] B3

Fle Edt View Insert Format Tools Table Window Help Type aquestion for help |+ X

El Create Contra'; Mew Yl By @ - 2 Normal - TimesNewRoman = 12 = | B Z U = E-A - ZH

Documents Open... o z
Lot [ o, [ R TN S R K K R R =
Save As...
— My Contacts Page Setup...
Callahorator) Print. .. Chrl+P
B monitor and U E
Agresments Send 4
&l Manage Contr Import and Export. .
Library dd thi
& Supplier Cont Add this site ko 3
Setup
Properties
Bl Search Conte 5
B Contract Rele work Offline
B aynotaion a1|| e Preanible
Messaging This Grant Contract, by and between the State of Tennesses, [Wheat supplierd, hereinafter referred to as

the "State" andl4nna Armstrong, hereinafter referred to as the "Grantee, is for the provision off Wheat

[ Related Links N
will be delieverd for making bread [ as further defined in the "SCOPE OF SERVICES DOCUMENT

B Customers -
B Products R
B Promotions
B customer Contr | ~
[ Order Managem
[ Pricing Configur
B customer Retur

The Grantes is A/ANSPC]

INDIVIDUAL, FOR-FROFIT CORFORATION, NON-FROFIT CORFPORATION, 3PECIAL
PURPOSE CORPORATION OR ABSOCIATION, PARTNERSHIP, JOINT VENTURE, OR
LIMITED LIABILITY COMPANY.

H iterms

B CostAccounting| - 2. Scope of Service

& vendors ” The Crantee shall provide all service and deliverables as required, described, and detailed by this

B Purchasing ) Bcope of Services and shall meet all service and delivery timelines specified in the Bcope of Services
Bl Inventory section or elsewhere in this Grant Contract

3 eProcurement | -
B Services Procun | -
[ Sourcing R
[ Engineering -
[ Manufacturing 0| -

3. Grant Contract Term
This Grant Contract shall be effective for the period commencing onjOctober 25, 2007 and ending on
JOctoer 07, 2005 The State shell have no obligation for services rendered by the Grantee which are

H Produstion bont not perfomed within the specified period -

@ configuration Mi| ~ » Py

® Product Configu 4. Payment Terms and Conditions @

B quality C.1. Maximum Liabilitv. Inno event shall the maximum liabilitv of the State under this Grant i L

& Dermand Flanni | o
Eo i mr wi o e [ [ A

Step Action

26. Click the Save menu.

| Save |

27. Click the Close button.

28. | If you select the Edit Document button Edison considers the document to be checked
out. When you load the document back in, you must Check In the document.

29. | Cancel Check Out is used when you opened the document but decided not to make
changes and upload back into Edison.
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou

Finance Procurement Logistics Welcame ten_fin_pucn
[ Create Contracts and ﬂ Sponsor: Grainger Industrial Supply Department: |
Documents

— Contract Entry Configurator ID: GRANTS_CONF Grants Contract Document Configurator
Description: Terms of Disclosure Change Atributes
Lollaborators Version: 0.01 Created On: 10i29/07 6:42PM 0 Attachments Exigt

B Monitor and Update . i : External Contacts List

Agreements Status: Pending Collaboration Last Modified On: 12/05/07 2:08PM =L ieLs Ls
B Manage Contract Checked Out On: 12/05/07 2:09PM

Library
B Supplier Contracts Checked Out By: ten_fin_pucn

Setup
B search Content
B Contract Release

Processes This documert is ready for final review. Pleass review and accept any changes mards by the collaborators and then press the Finalize Callabaration button
[ gyndication and o

Messaging b

¥ Related Links
B Customers |

B Products

B Promotions

B Customer Contracts
B Order Management Save

& Pricing Canfiguration

B customer Returns
& itams

® CostAccounting View and Edit Options: Review and Approval: Other Document Actions:
B Vendors

® Purchasing

B Irventory CheckIn Dacument Madification Surmrmal
B3 eProcurement

Generation Lo
B Services Procurement Cancel Check Out
[ Sourcing

[ Engineering
[ Manufacturing Definitions Document Yersion History

B Production Control e
[ configuration Modeler
& Product Configurations
B Quality

E Demand Planning

E

View Documnent Collaboration Details

" . =1l |
€] Done | B[ | | e kemet

Step Action

30. Click the Check In button.
| Check In I

31. | Here you specify whether the changes you made to the document were significant or
minor changes.
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Procurement Logistics Welcome ten_fin_pucn
El Create Contracts and
Documents

— Cantfract Entry

- Mew Window | Help | Customize Pags | &)

Check In Document

ment
— Wiy Contacts / Select the desired versioning option andl enter = brief description describing the changes. Click the OK button to praceed and you will then be prompted to
Collaborators erter the filename for where the file you are checking in resides.
[# Monitor and Update
Agreements SetlD: SHARE Contract ID: 0000000000000000000001620
B Manage Contract Vendor ID: 0000068378 “Yes| Canl' Foch
Library
[ Supplier Contracts
Setup - - -
B Saarch Contont Version: & Minor Version (0.02)
B Contract Release © Major Version (1.00)
Fracesses
[ gyndication and
Messaging - *Comiments: Check In. ﬂ@

¥ Related Links
B Customers
& Products =l
® Promotions
B customer Contracts
[ Order Management
& Pricing Configuration &I &I
E customer Returns
H iterns
B CostAccounting
B Vendors
® Purchasing
B Irventory
B eProcurement
B Serices Procurement
[ Sourcing
[ Engineering
[ Manufacturing Definitions
& Production Control
[ configuration Modeler
& Product Configurations
@ uality
E Demand Planning

&) Done ) | B[ | | e kemet

Step Action

32. Click in the Comments field.

33. | Enter the desired information into the Comments field. Enter "Changed the wording
of the preamble slightly".

34. Click the OK button.

35. Click the Browse... button.

Browse. .
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ne: >| Search Gol Home|Worklist|Sign ou

[y videos

Welcome ten_fin_pucn
1 Collaboration Contract _fin_p

New Window | Help | 15,

oWSE.

My Documents

My Computer

File name: I

Gpen |
Cancel

2|

Lel Ll

Fils of type: [0 Files )

| 7 Products
& Promations

B Customer Contracts
[ Order Management

[ Pricing Canfiguration
B customer Returns

H iterns

B CostAccounting

B Vendors

® Purchasing

B Irventory

B eProcurement

B Services Procurement
[ Sourcing

[ Engineering

[ Manufacturing Definitions
B Production Control

& configuration Modeler
& Product Configurations
@ guality

E Demand Planning

&) Done [ B [ | [ meme

Step Action

36. Click the Collaboration Contract list item.
@Cnllaboratinn Cankract |

37. | Click the Open button.
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou

Procurement Logistics Welcome ten_fin_pucn
El Create Contracts and
Documents

Mew Window | Helg |
— Cantract Ent

— My Contacts IT.\DUEumems and Settingshag172681Wly Documentsi\Coll  Browse.
Collaborators
P rr——— Upload Caneel
[# Monitor and Update D_I_I

Agreements
[# Manage Contract
Library
[ Supplier Contracts
Setup
B search Content
B Contract Release
Fracesses
[ gyndication and
Messaging —
¥ Related Links
B Customers
& Products
® Promotions
B Customer Contracts
[ Order Management
& Pricing Canfiguration
E customer Returns
H iterns
B CostAccounting
B Vendors
® Purchasing
B Irventory
B eProcurement
B Services Procurement
[ Sourcing
[ Engineering
[ Manufacturing Definitions
B Production Control
[ configuration Modeler
& Product Configurations
@ uality
E Demand Planning

&) Done o | B[ | | e kemet

Step Action

38. | Click the Upload button.
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My Links | Select One: ~| Search Gol

Logistics

Home|Worklist|Sign ou

Finance Procurement

Welcome ten_fin_puch

Bl Create Contracts and Mew Window | Help | Custormize Paas | & =

Documents
— Cantfract Entry
Document Management
Source: Purchasing Contracts Return to Document Search
Callahorators
B Monitor and Update SetiD: SHARE Contract ID: 0000000000000000000001620
Agreements
[ Manage Contract Vendor ID: 00000ES37E "Yes | Canl' Fech
Library
[ Supplier Contracts Document SetiD: SHARE Administrator: ten_fin_pucn
Setup . i i .
B Search Content Sponsor: Grainger Industrial Supply Department:
E‘PCDWEDWNEQSE Configurator ID: GRANTS_CONF Grants Contract Dacurment Conflaurator
rocesses
[ gyndication and Description: Terms of Disclosure Change Attributes
Messaging —
¥ Related Links
Bl Customers Version: 0.0z Created On: 10/29/07 6:42ZPM 0 Aftachments Eist
@ Products Status: Pending Collaboration Last Modified On: 12i05/07 1:53FM Edernal Contacts List

B Promotions

B Customer Contracts
[ Order Management
& Pricing Canfiguration
B customer Returns
H iterns

B CostAccounting

B Vendors

® Purchasing

B Irventory 22
B eProcurement (Gheck In: Changed the wording of the preamble slightly =

[# Services Procurement j
[ Sourcing

[ Engineering

[ Manufacturing Definitions
B Production Control

[ configuration Modeler

& Product Configurations

This document is ready for final review . Please review and accept any changes mads by the collaborators and then press the Finalize Collaborstion button

save | | Markas Reviewed

@ Quality View and Edit Options: Review and Approval: Other Document Actions:

® Demand Planning Wik Cnenment Collaboration Details -

e rbiet Sty S bR o
& [ [ [ [@reme

Step Action

39. Click the Save button.

40. | Notice that the Collaboration Comments have changed and now include the
comment that you just made before uploading the document.
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou

Finance Procurement Logistics Welcome ten_fin_puch

El Create Contracts and

Dacuments Sponsor: Grainger Industrial Supply Department: -
— Contract Ent Configurator ID: GRANTS_CONF Grants Contract Document Configurator
\ent escription: efms of Disclosure ange Aftributes
D It L T Oiscl Ch Altribts
— My Contacts /
Callahorators

B Monitor and Update Version: 0.02 Created On: 1020007 6:42PM 0 Aftachrents Exist

Agreements Status: Pending Callaboration Last Modifizd On: 12006007 1:53FM Exemal Contacts List
[# Manage Contract

Library
[ Supplier Contracts

Setup
B search Content
B Contract Release
Fracesses
[ gyndication and
Messaging —
¥ Related Links
B Customers
® Products
® Promotions
B Customer Contracts
[ Order Management
& Pricing Canfiguration
B customer Returns
H iterns
B CostAccounting
B Vendors -
® Purchasing -
B Irventory
B eProcurement
® Services Procurement Save | Wark as Reviewed
[ Sourcing b
[ Engineering
[ Manufacturing Definitions N _
& Production Contral View and Edit Options: Review and Approval: Other Document Actions:

B Configuration Modeler Wiew Document Collaboration Details

B Product Configurations 5 Document Modification Sumrmary
H cuality Edit Document a -y

i eneration Loo hd
2 DemandPlamning |l [ |
& [0 (@

This documert is ready for fivl review, Please review and accept any changes mads by the collaborstors and then press the Finalize Collabaration buttan
=

[ten_fin_pucn 2007-12-05-14.13.23.000000]
CheckIn: Changed the wording of the preamble slightly

Step Action

41. | To indicate completion of your collaboration effort, the Mark as Reviewed button
should be clicked.

Click the Mark as Reviewed button.

| Mark as Reviewed ||

42. | You have successfully collaborated on an Edison generated document.
End of Procedure.
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In Edison you can keyword search clauses in the document library. The search will look in the
title and body text of all the clauses in the library for the entered keyword.

Procedure

In this topic you will search the library by the content within a clause.

Gol Home | worklist|Sign out
My Page ELM Finance Procurement Logistics welcome ten_fin_puen
Personalize Content Layout
Enterprise Menu Edison News Alerts = WMy Reports =
¥ T Enhancerents

Mo articles currently available
¥ Employee Sel-Service

[ Manager Self Senvice wieyr Al Aricles and Sections

My Links | Select One ~| Bearch

[ Enterprise Learning

My Compensation History = X

Views Paycheck

&l Enterprise Components cvizw current and prior paychecks.

E My Content

[ Investor Partal f—
E Paral Administration 2 '] Compensation History

I yorklist )Uﬂ Review compensation history for base, variable,

o Reports To Display

Beport Manager

7
F Portal Reparting Taols and steck options. =k 2= K
F FeopleTools Mo Task(s) ertries found
[F ELM Reporting Tools ) )
[ EPM Reporting Tools .%DII'EEI Depaosit .
& FSCM Reporting Tools add or update your direet deposit infarmation.
[~ ELM (0pens new window) Add a Task | Show AVEnhanced.
— EPM {opens new window)
— FSCM (opens new window,
Lo fapens new windomw Bﬁts Summary BB X
- 2Sunolier Portal {rz4 Benefits Summary
- Eaclitiiest B Beview = sammary o current, sest or future Time & Lahar 2= X
- EleetFocus

benefit enrollments.
— Change by Password
- Wy Personalizations
— My Systern Profile

273 Dependent/Beneficiary Info
— My Dictionary

& b e o upi demmen: e ey
infarmation.

Job and Personal Information

@ Personal Information Summar:

Review a summary of your personal
infarmation.

*%. Home and Mailing Address
Review and update your home and mailing
addresses,

(5

%‘ Report Time
5 Repart your time and task details for a day,
week, or time perind,

Q’% Request Overtime
@

Reguest employee overtime requests.

"Jﬂ] Payable Time Summary
" iew a surnmary of your payable time.

Step Action

1. Click the FSCM link.

2. Click the Supplier Contracts link.
[® Supplier Contracts]
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Documents
[ Monitar and Update
Agreermnents
[# Manage Contract
Library
[# Supplier Contracts
Setup
B Search Content
B Contract Releass
Processes
[ Syndication and
Messading
B Related Links
# customers
E Products
E Promotions
B Customer Contracts
3 order Managerment
B Pricing Configuration
B Customer Returns
& ferns
# Costaccounting
B vendors
Purchasing
Inventary
eProcurement
Services Procurement
Sourcing
Engingering
Manufacturing Definitions
Praduction Gantrol
Configuration Madeler
Product Configurations
Quality
Cemand Planning
Inventary Policy Planning
Supply Planning
Grants
Program Management

Praiart Cactinn

+ 3 [ 3 E EEEEEEEEEEEE

Finance

Procurement Logistics

Supplier Contracts
Manage Contract Lite Cycle activties including Cortract Crestion, Autharing, Syndication, and Compliance

Create Contracts and Documents
Create and maintain cortracts and documents.
=] Contract Entry

Documert Management

by Contacts / Collaborators

Supplier Contracts Setup
Define document authoring elemsrits used
throughaut this spplication
Approvals
=l Groups
ELibraries
10 More..,

Syndication and Messaging
Publizh and subscribe contract information
with external systems
=] Capture Parent Aotivity
Reviews Contract Activity
evievy Inbound Exceplions
Publish Outbound Messace

State of Tennessee — Edison Project
End User Training Materials — Working with Ad Hoc Documents

My Links | Select One: ~| Search

Monitor and Update Agreements

Track cortract agreemerts and deliverables.
Setup Agreements

Update Agresment Statuses

Ionitor Agreement Compliance

Revisw Agresment Statusss

Search Content
Perform full text and attribute searches ta find
specific contert.
=] Search Corterts
= Detine Data Chiect Get
=] Deting Search Index
5 hore..

Related Links
ttems, Yendors and Purchase Order.
=] Vendor
ttemn Categories
= Define tem
2Mare..

Gol Home|Worklist|Sign ou

Welcome ten_fin_puch

Eciit "Supplier Cortracts" Folder

Manage Contract Library

Create and maintain elements of cortract
documents

Clauzes

Document Configurators

Binds

3 More:

Contract Release Processes
Stage and source contract releases into
purchase orders and vouchers
ElStage Cortract FOs
PO Auto Sourcing
FEIFO Calculations:

2More..

& Done

| 1rternet

Action

3. Click the Search Content link.

¥ Search Content

4, Click the Search Contents link.

Search Contents

5. Under the Clause Attributes section it is possible to search for a clause by any of a

clause’s properties.

6. The Where Used Search button allows you to locate where a document element is

used within the document library.
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou

Procurement Logistics Weloome ten_fin_pucn

Mew Window | Help | Customize Pags | &)

— Define Data Object Set
-~ Defing Search Index Search Content By Type
— Build Search Index
— Define Search Query Enter search criteria for selected content type.
— Define Search Result - Text Search Option
efine Search Options “Content Type: ™ Match Case

— Maintain Thesaurus Title or Body Text: ﬂ@

Bl Contract Relsase 7 ExactWord
Processes -

[ Syndication and I
Messaging

B Related Links SatiD: SHARE Description: &
B customers & . I

@ Products Class Name: Q Effective Date Used: ] Status: |
& Promations . l—
3 Customer Contracts Clause ID: Q

& order Management Clause Group: Q, Checked Out Date From:
B Pricing Configuration . 5

B custormner Returms Library: Q Checked Out Date To: B
& items " Approval Status: - Approved Date From:

[ CostAccaunting

[ vendors Checked Out By: | Q| Approved Date To:
g E.:;::Em Last Approved: [ @, |Last Modified Date From: i
& eProcuremant Last Updated By: [ @, |Last Modified Date To:

B Senices Procurement
® Saurcing Notes: I i‘@
[ Engineering ae

B manufacturing Defintions
B Production Control

[ Configuration Modeler

[ Product Configurations
& Quality

[ Demand Planning

& Inventory Policy Planning
& Supply Planning

H crants

# Program Managerment

Search | Where Used Search

..... U . | ’

€] Done | | | | @ reme

Step Action

7. Click the Approval Status list.

8. Click the Approved list item.
Approved
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou

Procurement Logistics Weloome ten_fin_pucn

Mew Window | Help | Customize Pags | &)

— Define Data Object Set
Define Search Index Search Content By Type
Build Search Index

— Define Search Query Enter search criteria for selected content type.
Define Search Result

ﬂ Text Search Option

* " Clause
‘Content Type: ﬂ@ I Match Case

— Define Search Options
— Maintain Thesaurus Title or Body Text:
Bl Contrart Release [ ExactWord

Processes -
[ Syndication and I
Messaging
B Related Links SatiD: SHARE G Description: | €

® customers
Effective Date Used: el Status: =

& Products Class Name:
& Promations

Clause ID:
B Customer Contracts
® Order Management Clause Group: Checked Out Date From:
B Pricing Configuration ~ |
B Customer Returns Library: Checked Out Date To: &
® ftems " Approval Status: Approved Date From:
[ CostAccaunting
[ vendors Checked Out By: | Q| Approved Date To:
2 Purhesing Last Approved: [ O  |lastModfiedDateFrom: [ |G
& eProcurament Last Updated By: | @, | Last Modified Date To:

B Senices Procurement
® Saurcing Notes: I i‘@
[ Engineering ae

B manufacturing Defintions
B Production Control

[ Configuration Modeler

[ Product Configurations
& Quality

[ Demand Planning

& Inventory Policy Planning
& Supply Planning

H Grants

# Program Managerment

9 e |74l | ’
€ [ [T T T [ moteme

Search | Where Used Search

Step Action

9. Click the Search button.
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou

Procurement Logistics

Welcome ten_fin_puch

Mew Window | Help | Custormize Paas | & =

— Define Data Object Set
Define Search Index Search Content By Type
Build Search Index

— Define Search Query Enter search criteria for selected content type.

Cefine Search Result Text Search Option
e * " Clause =
Define Search Options c_“"‘“"‘ Type: =l @ [ Match Case
— Maintain Thesaurus Title or Body Text: =l
Bl Contract Relsase " ExactWord

Processes -

[ Syndication and I

Messaging

B Related Links SetiD: [SHARE Q& Description: &
B customers I

@ Products Class Name: Q Effective Date Used: ] Status: |
& Promations . l—
3 Customer Contracts Clause ID: Q

B Order Managerment Clause Group: [} Checked Out Date From:
B Pricing Configuration

B Customer Remrs Library: Q Checked Out Date To: H
B liems " Approval Status: Approved v Approved Date From:

[ CostAccaunting

[ vendors Checked Out By: | Q| Approved Date To: |
g E.:;::Em Last Approved: [ @, |Last Modified Date From: i
& eProcuremant Last Updated By: [ @, |Last Modified Date To:

B Senices Procurement
® Saurcing Notes: I i‘@
[ Engineering ae

B manufacturing Defintions

B Production Control

 Configuration Modeler Search I ‘Where Used Search 4 [ 11021 af21 [ [

[ Product Configurations E———

& quality

& Demand Planning Content Type Clause ID Effective Date Description Where Used

& Inventory Policy Planning Clause G5_T15 01/011801 F.0.B. Point {(One Time Purchase or Agency Contract) Where Used

g guﬂﬂt‘v Planning Clause G5_T20 01/01/1801 F.0B. DESTINATION (STATEWIDE CONTRACT) Where Used

= p:sgrzm Management Clause 55_T35 0T e TERM OF CONTRACT Whars Used

] PT‘OJECIC lmg v‘ 4l’l‘\mmn ~e TN nimiran TFERM MF CONTRACT Ml Il TILYFARY ‘ ‘Mhare | lzed , %
(£ Done [T [ e meemet

Step Action

10. Click the scrollbar.
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My Links | Select One: x| Search (8] Home|'Wworklist|Sign oud
Einance Procurement Logistics Welcome ten_fin_pucn
— Define Data Object Set z‘
— Define Search Index
— Build Search Index Search I Where Used Search [4] [ 1toz1or21 M M
— Define Search Guery
— Define Search Result Search Results
: a:m;ﬁ?ﬂ;gaﬂsgm Content Type Clause ID Effective Date Description Where User
B Contract Release Clause G5_T15 01/011801 F.0B. Point (One Time Purchase or Agency Contracf) Where Used
Processes Clause G5_T20 01/01/1801 F.0.B. DESTINATION (STATEWIDE COMTRACT) Where Used
[ci] SWNEE_UU” and Clause G5_T25 010111901 TERM OF COMTRACT Where Used
E“’s;gfegﬂgmks Clause G5_T30 01/01/1801 TERM OF CONMTRACT (MULTI-YEAR) Where Used
® customers Clause OCR PF C.1 MAX LIAB 01/01/1801 FA contract- C.1 Maximum Liability Where Used
B Products Clause OCR PF C.2 COMP FIRM 010111801 FAConfract- C2-C Firm Where Used
g Prarnotions Clause OCR PF C.3 PAYM METH 01/0171801 EA Contract- C3 Payment Methodolog Where Used
Customer Conlracts Clause OCR_GR_B 01/01/1 801 Grant Contract Term Where Used
[ Order Management
B Pricing Gonfiguration Clause OCR_GR_C 01/01/1801 Payment Terms and Conditions Where Used
B Customer Retumns Clause OCR_GR_PREAMBLE 01011801 Grant Contract Preamble Where Used
% gemtSA i I |Clause OCR_PF_A_SCOPE 01/01/1901 ProForma contract- A Scope of Services Where Used
& V;ﬁdnf:”u" ing Clause OCR_PF_B_CONT_TERM  01/01/1901 EA confract- B, Contract Term Where Used
& Purchasing Clause QOCR_PF_HEADER 01011901 Proforma Contract Header Where Used
& Inventory Clause QCR_RFP_1.1 01011801 Staternent of Purpose Where Used
2 eFrocurement Clause OGR_RFP_1.2 01/01/1801 Scope of Serice, Cantract Period, and Required TGS Where Used
B Senices Procurement
® Sourcing Clause OCR_RFP_1.3 01011801 Mondiscrimination Where Used
[ Engineering Clause OCR_RFP_1.4 010141301 Assistance to Proposers Wiith a Disability Where Used
B manuracturing Definitions Clause QCR_RFP_1.5 o1/a111901 BFP Communications Where Used
# Production Contral Clause OCR_RFF_1.6 0170171901 Notice of Interttto Progose here Used
B Configuration Modeler
B Proguet Configurations Clause ORC_GR_A Q15011301 Scope of Senice Where Used
& Quality Clause TEST 09/05/2007 Test Where Used
[ Demand Planning
& Inventory Policy Planning
& Supply Planning
& Grants
# Program Managerment =
]
Zroedcodng el \ |
& I [ ¥

Step Action

11. | Click an entry in the Description column.

[ProForrma contract - A. Scope of Services|

12. | A new window will pop up after you select the desired clause. This page will present
the Clause Definition.

13. | You have successfully searched the library by the content within a clause.
End of Procedure.
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Search Document Content

In Edison you can keyword search documents in the library. You can specify your search to look
through any of the attribute fields of a document (Library 1D, Description, Document Type,
Document status, etc.). You can search for ad hoc, transactional contracts, and contract attributes.
Procedure

In this topic you will search the library by the content within a document.

My Links | Select One x| Search Gol

My Page ELM Einance Procurement Logistics

Home | Waorklist|Sign out

Wwelcome ten_fin_pucn

Personalize Content Lavout

Enterprise Menu Edison News Alerts B = WMy Reports =] =
] Th Enhancements Mo articles currently awailable P

E Ermployes el Serise _

B Manager Self Senice Wiewy A1l Articles and Sections

B Enterprise Learning

E :EHDIA My Compensation History BB X

I Fsom %view Paycheck

¥l Enterprise Components
[ My Content

[ Investor Portal S
I Portal Administration “!J';'-]Cumnensatiun History

B wiorklist Y407 Review compensation history for base, variable,
El Portal Reporting Taols and stack options. LELLS e
E PeopleTools

[E ELM Reporting Tools ) )
E EFM Reporting Tools %MM

Review current and prior paychecks. Report Manadger

Ho Task(s) entries found.

% FSCM Reporting Tools a0 or update your direct deposit information.
— ELM (0pens new wind o) Add a Task | Show AVERhanced..
— EFM {onens new window!
s e
| GGl (onens new windgw! ﬁls Summary =)
— eSupplier Portal Benefits Summary .
- FacilitsMax ,%\Rewew a surimary of current, past or future Time & Labor B = &
:EIﬁE‘FDE;EF . benefit enrallments. =l Report Time
Lhange by Fassword Report your time and task details for a day,
— My Personalizations N o week, or tirme period,
— My Systern Proiile "ag%Dagendant[ﬂaneflclary Info
— My Dictinnary &J Review or update dependent and beneficiary
nfarmnation. Q’% Request Overtime
¥ pequest employes overtime requests,
Job and Personal Information [SRES) }'j;‘ﬂ] payable Time Summar:
||= Personal Information Summar A view a summary of your payable time.
o= L
infarmation.

9%Hume and Mailing Address
=R eview and update your hame and mailing
addresses,

Step | Action

1. Click the FSCM link.
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Bl Supplier Contracts
B Customers

3 Products

3 Promaotions

B Customer Contracts
& Order Management
[ Pricing Canfiguration
# customer Retumns
® ftems

3 CostAccaunting

 Vendors f? Treasury D ns Center ﬁ Supplier Contracts ﬁi Customers

B Purchasing =] Access Treasury Management zetup pages Menage Contract Life Cycle activities including Wenage customer informstion bl
H Invertory f1om & certral location, Contract Crestion, Authoring, Syndication, and ElCoract nformation

Bl eProcurement CemlErEs [ Customer nformetion

B Senices Procurement £ Creste Contraels and Documents [ Conversations

& Sourcing [ Monitor and Update Agreements 2 More,.

B Engineering

B Manufacturing Definitions
B Production Control

[ Configuration Modeler
[ Product Configurations
& Quality

Finance

[~/ Fscm

Procurement

. Tax Center
= access all tax and tax-related setup as well
s tax processing and tax reporting

K] Products
Define product detsils, alternates, seling

prices, IOMs and specifications
[ Idertify Product Detslls

Logistics

State of Tennessee — Edison Project
End User Training Materials — Working with Ad Hoc Documents

My Links | Select One: ~| Search

&

Treasury Management Center
Access Treasury Managemert business
processes and setup pages from one
location

[ Manane Contract Library
£ More...

Promotions

Manage all aspects of trade spending through
Prometions Managsment

[EPromations Manacemert Certer

Gol

Welcome ten_fin_puch

Eclt "FSCh" Fildder

reasury Proces: Center
cress Treasury Management process
pages from a central location

ﬁ Customner Contracts
Access customer contracts
ontracts Center
eview Cortract Summary

B Demand Planning (I Review Product Information (£ Eunds ty Cortracts
& Irventory Policy Planning [IRequest Processes [ Manage Promotions 14 More,
B Supply Planning [CIReports 2Moare...

& Grants

® Program Management
[ Project Costing

B Proposal Managerment
B Maintenance

ﬁ Order Management

Manage all aspects of the quote and order
cyele with Order Management
ustomer Activities Certer

e

Pricing Configuration

Creste pricing structures, rules, formulas and
arbitration plans

= Price List Reports

ﬁ Customer Returns

Meanage return material for customers.
= Createpdate RMS
[CIReview RMA Information

Order Managemert Certer [ Create Pricing Information "
Management =1 CER Desklon [ Pricing Dels Exchange IR
[ Resource Management = More: [ Maes Updates
B Lease Administration I
B Stafing tems Cost Accounting \endors
@ Travel and Expenses Mariie al itsm-related options Functions to accourt for Inventory and e, mairtain, of apprave vendors; manages
& Billing 3 Define Cortrals Marnutacturing transactions and upcste 1099, global withhelding, or C4 EDD

H Accounts Receivable
B Accounts Payable

& egettements

# Asset Management
[#] T paspt Mananamant

[ Define tems and Attributes
(1 Reviewy tem Information
CiReports

standard costs
[ tem Costs
[ Inventary and Mfg Accourting

[C3Wendor Informeation

[C11099iGlobal Withholding
[CCaliforria ECD

[CiCentral Contractor Registry.

Home|Worklist|Sign ou

&

o

| 1rternet

Action

Click the Supplier Contracts link.

[® Supplier Contracts]

Click the Search Content link.

Click the Search Contents link.
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou

Procurement Logistics Weloome ten_fin_pucn

Mew Window | Help | Customize Pags | &)

10 5
— Define Data Object Set
Define Search Index Search Content By Type
uild Search Indesx
efing Search Query Enter search criteria for selected content type.
efine Search Result Text Search Option
Define Search Options “Content Type: ™ Match Case
— Maintain Thesaurus Title or Body Text: ﬂ@
Bl Contract Relsase 7 ExactWord
Processes -
[ Syndication and I
Messaging

B Related Links SatiD: SHARE Description: &
B customers & . I

® Products Class Name: Q Effective Date Used: el Status: hd
g Eruosntqomg?%amracts Clause ID: a

B Order Management Clause Group: [} Checked Out Date From:
& Priong Corlgurton Ubrary: — CreckedowpateT: [
B liems . Approval Status: - Approved Date From:
® costAccounting Aproved Date To: l—

& vendors Checked Out By: | Q
g E.:;::Em Last Approved: [ @, |Last Modified Date From: i
& eProcuremant Last Updated By: [ @, |Last Modified Date To:

B Senices Procurement
® Saurcing Notes: I i‘@
[ Engineering ae

B manufacturing Defintions
B Production Control

[ Configuration Modeler

[ Product Configurations
& Quality

[ Demand Planning

& Inventory Policy Planning
& Supply Planning

H Grants

# Program Managerment
® Project Costing =l | D
[ i

&) bore [ (@

Search | Where Used Search

Step Action

5. Click the Content Type list.

6. Click the Document list item.

[Document |

7. If the Content Type is changed new search fields will appear.
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou

Finance Procurement Logistics Welcome ten_fin_puch

Mew Window | Help | Custormize Paas | & =

El Search Content
hts
— Define Data Object Set
-~ Defing Search Index Search Content By Type
— Build Search Index
— Define Search Query Enter search criteria for selected content type.
— Define Search Result
— Define Search Options *Content Type:

Text Search Option
T Match Case

— Maintain Thesaurus Title or Body Text: =]

Bl Contrart Release [ ExactWord
Processes

[ Syndication and | |

Messaging 5
B Related Links

B custorners Source: [ | Description:
B Products Dacument SetiD: SHARE QL
& Promations o D | a
B Customer Contracts ocument 1D:
Begin Date:
E Srder Mgna?emept Document State: [&ll Dacuments =] o 1]
fncing Configuration To Begin Date:
@ Customer Returns Document Status: [ =] o [

I Expire Date:
B liems Configurator Type: Q i e
Bl CostAssounting Expire Date T &
pire Date To:
g Wendors Configurator ID: Q il
@ Purchasing Last Executed From: Gl
Invanitory Clause ID: Q
E: sted Date To: [

B eProcurement

& gervi i .
B gimcﬁs;rocuremem Administrator: | Q Created Date From: I—B
g Engineering Sponsor: [ Q Created Date To: EH
Manufacturing Defintions Department:
@ Production Contral epartmel Q Checked Out Date From: [E1}
B Configarstion Modeler Created By: Q Checked Out Date To: | —
® Product Configurations I ) B
% Quality Checked Out By: | Q Last Modified Date From: H
Cemand Planning N .
B Inventiory Policy Planning Last Update User 1D | Q Last Modified Date To: B —
& Supply Planning
H Grants
# Program Managerment | -
@ Project Costing Il Gaarch | ol
£ Done [T [ e meemet

Step Action

8. Click in the Begin Date field.

9. Enter the desired information into the Begin Date field. Enter "8/2/07".

10. Click the scrollbar.

11. Click the Search button.

12. Click the scrollbar.
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou

Welcome ten_fin_puch

Checked Out Date From: g

El Search Content =] Department:

~ Defing Data Ghject Sel Created By: | Q Checked Out Date To: ol
— Cefine Search Index N
— Build Search Index Checked Out By: | Q Last Modified Date From: [51)
~ Deiine Search Que Last Modified Date To: e
— Define Search Result Last Update User ID I & B
efine Search Options
— Maintain Thesautus
B Contract Release
Processes IE E‘ T 150f14
B Syndication and Search Results
Messaging
B Related Links Source Transaction  DOCUMENt ooy o iy Document ey gion amendment Description
@ custormers SetiD Twe
B Products Ad Hoc SHARE  JGS-12-07 Main 1.01 1 Test commodities configurator
& Promotions Ad Hot SHARE  JGG-12-07 Amendment  1.01 1 Test commadities corfiqurator
B Customer Contracts
® Order Management Ad Hoc SHARE RFFTEST 9.25.07 Main 0.00 0 RFF TEST 9.25.07
B Pricing Configuration Ad Hoc SHARE  PROFORMATEST 9.25.07 tain 0.00 0 PROFORMA TEST 8.25.07
B Customer Retumns
& tems Ad Hoc SHARE  TEST BOB Main 0.00 0 Testing an issue for Bob
B CostAccounting 4d Hoe SHARE  TEST Main 0.00 0 Test
& vendors .
@ Purchasing AdHoc SHARE  MEXT Main 0.00 0 Docurmenttest
B Inventory Ad Hot SHARE  TEST PRO FORMA tain 0.0t 0 Test pro farma contract
& eProcuremant
® Sewices Procurerment Ad Hoc SHARE  AD HOC TRAIMN Main 0.00 0 REP for renovations of the Mental Health Servi
g Sourcing AdHoc SHARE  SDF Main 0.00 0 SDF Docurnent
Engineering
B Manufacturing Definftions Ad Hoc SHARE  TEST RFP tain 0.01 0 TestRFP document
B Production Control Ad Hoc SHARE  33901.77 hdain 0.00 0 33801.77 Pro Forma Caontract
@ Configuration Modeler .
B Product Configurations AdHoc SHARE  23901.77 RFP Main 0.00 0 33801.77 RFP Docurment
B guality Ad Hoc SHARE  33901.78 PF tain 0.00 0 33801.78 Pro-Farma Contract
& Demand Planning AdHoe SHARE 3300178 RFP Main 0.00 0 33901 78 REE
& Inventory Policy Planning
& Supply Planning
H Grants
# Program Managerment =
]
o Poetbostng =l [ |
& I Y

Step Action

13. | Click an entry in the Description column.
[23301.77 Pro Forma Contract

14. | A new window will pop up that contains all the information for the Document that
was just selected.

15. | You have successfully searched the library by the content within a document.
End of Procedure.
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edison

Search Configurator Content

In Edison you can keyword search the configurators in the document library. Options that you can
search configurators by are Word Template Name, Wizard ID, Configurator Status, Created Date

From, Created Date To, Approved Date From, Approved Date To, Last Modified Date From,
Last Modified Date To, etc.

Procedure

In this topic you will search the library by the content within a configurator.

My Links | Select One: ~| Search Gol Home | Waorklist|Sign out
My Page ELM Einance Procurement Logistics welcome ten_fin_puen
Personalize Content Lavout
Enterprise Menu Edison News Alerts B = WMy Reports =] =
] Th Enhancements Mo articles currently awailable P
Bl Ernployes Seit ez
Fl Manager Self Senice Wiew A)l Articles and Sections
B Enterprise Learning
My Compensation Histo [ =
5 ELM PASL v
I Fsom '\%view Paycheck
] Enterprise Companents [J== Review current and prior paychecks. Report Manadger
[ My Content
[ Investor Portal —
I Portal Administration “!J"".;ﬂ] Compensation Histor
E yorklist Y5V Review cormpensation history for base, variable,
asks = = &
& Portal Reporting Tools ) st erpiEns,
E PeopleTools Mo Task(s) entries found
[E ELM Reporting Tools . .
(®) EPM Reporting Tools %, Direct Depasit
¥ Fach Reporting Tools ~ 544 or update your direct deposit information,
— ELM (0pens new wind o) Add a Task | Show AVERhanced..
— EFM {onens new window!
— ESCM (opens new window,
| GGl (onens new windgw! Hﬁls Summary = B
— eSupplier Portal {3k penefits Summary .
- Facilititax ?Rewew & summary of current, past or future Time & Labor B = &
- FleelFocus benefit enrallments, L;‘ .
Eereme—r ==/ Report Time
Chanye by Password ) i e e o ol dlztlls o @ e,
— My Personalizations N o week, or tirme period,
— My Systern Proiile "ag%Dagendant[ﬂaneflclary Info
— My Dictinnary &J Review or update dependent and beneficiary
nfarmnation. Q’% Request Overtime
¥ pequest employes overtime requests,
Job and Personal Information [SRES) }'j;ﬂ] payable Time Summar:
||= Personal Information Summar A view a summary of your payable time.
o= L
infarmation.
= Home and Mailing Address
#="Review and update your home and mailing
addresses, -

Step | Action

1. Click the FSCM link.
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FSCM

Bl Supplier Contracts

B Customers

3 Products

3 Promaotions

B Customer Contracts

& Order Management

[ Pricing Canfiguration

# customer Retumns

® ftems

3 CostAccaunting

& vendors

& Purchasing

B Inventary

& eProcurement

B Senices Procurement

® sourcing

B Engineering

B Manufacturing Definitions

B Production Control

[ Configuration Modeler

[ Product Configurations

& Quality

& Demand Planning

& Irventory Policy Planning

3 Supply Planning

& Grants

® Program Management

[ Project Costing

B Proposal Managerment

B Maintenance
Management

[ Resource Management

B Lease Administration

[ Staffing

[ Travel and Expenses

& gilling

H Accounts Receivable

B Accounts Payable

& egettements

# Asset Management

[# 1T Ascpt Mananament

Finance

State of Tennessee — Edison Project

End User Training Materials — Working with Ad Hoc Documents

Procurement

[ Fscm
Tax Center

Access all tax and tax-relsted setup as well
as tax processing and tax reporting

T
Access Treasury Management setup pages
from & central location.

Products

Define product detsils, alternates, seling
prices, UOMs and specifications
[Cldlertity Prociuct Details

(1 Review Product Information
[CiIRequest Processes

CiReports

4

Order Management

Manage all aspects of the gucte and order
cycle with Order Management

(B Customer Activities Center

&

ltems
Mariie al itsm-related options
[ Define Controls

Define tems and Attributes
(1 Reviewy tem Information
CiReports

My Links | Select One ~| Search

E Acoess Treasury Management business

&

&

e

Home|Worklist|Sign ou

Welcome ten_fin_puch

Eclt "FSCh" Fildder

Treasury Management Center Ireasury Processing Center
Access Treasury Management process:

pages from a central location

processes and sefup pages from one
location

Supplier Contracts
Manage Contract Life Cycle activities including
Contract Creation, Authoring, Syndication, and
Compliance.
(1 Creste Confracts and Documents
[ honitor and Updste Aoreements
[ Marwge Contract Library
£ More..

Customers
Manage customer information
=l Cortact Infarmation

&

Promotions

Manage all aspects of trade spending through
Prometions Managsment

[EPromations Manacemert Certer

Customer Contracts
Access customer contracts
[ECortracts Center

Reviev Contract Summary

&

[ Funds My Cortracts
[ Manage Promations 14 lore:
2More:

Pricing Configuration

Creste pricing structures, rules, formulas and
arbitration plans

= Price List Reports

[ Creats Pricing Informeation

[ Pricing Dete Exchange

[ Mass Updates

Customer Returns

Manage return material for customers
[ElCreatetpdate R4

[CiReview RMA Information
CiReports

~

Cost Accounting

Functions to accourt for Inventory and
Marnutacturing transactions and upcste
standard costs

Clttem Costs

[ Inventory and Mg Accounting

\endors

e, mairtain, of apprave vendors; manages
1099, global withhelding, or C4 EDD

[ Vendor Intormation

[£11099/Global Withholding

[ California EDD

[ Central Contractor Registry

&

Action

Click the Supplier Contracts link.

[® supplier Contracts]

Click the Search Content link.

Click the Search Contents link.
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou

Procurement Logistics Weloome ten_fin_pucn

Mew Window | Help | Customize Pags | &)

El Search Content
hts

— Define Data Object Set

-~ Defing Search Index Search Content By Type

— Build Search Index

— Define Search Query Enter search criteria for selected content type.

— Define Search Result Text Search Option

ﬂ@ T Match Case

*Content Type:

— Define Search Options
— Maintain Thesaurus Title or Body Text:
Bl Contrart Release [ ExactWord

Processes -
[ Syndication and I
Messaging

B Related Links SatiD: SHARE Description: &
B customers & . I

@ Products Class Name: Q Effective Date Used: ] Status: |
& Promations . l—

B Customer Contracts Clause ID: Q

® Order Management Clause Group: Q, Checked Out Date From:

B Pricing Configuration . 5

B custormner Returms Library: Q Checked Out Date To: B

& items " Approval Status: - Approved Date From:

[ CostAccaunting

[ vendors Checked Out By: | Q| Approved Date To:
g E.:;::Em Last Approved: [ @, |Last Modified Date From: i
& eProcuremant Last Updated By: [ @, |Last Modified Date To:

B Senices Procurement
® Saurcing Notes: I i‘@
[ Engineering ae

B manufacturing Defintions
B Production Control

[ Configuration Modeler

[ Product Configurations
& Quality

[ Demand Planning

& Inventory Policy Planning
& Supply Planning

H Grants

# Program Managerment
® Project Costing =l | D

& L[ (@

Search | Where Used Search

Step Action

5. Click the Content Type list.

6. Click the Document Configurator list item.

[Dacument Configuratar |

7. Click the Source Transaction list.

| 5|

8. Click the Purchasing Contracts list item.

[Purchasing Contracts |

9. Click the Search button.

10. Click the scrollbar.
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou

Finance Procurement Logistics Welcome ten_fin_puch

j Enter search criteria for selected content type -

— Deline Data Object Sef|  “Content Type: Document Configurator = Te'f S:;f:ho:;:':

— Define Search Index Ad Hoc Clause j@

— Build Search Index iag ™ Exact Word
— Deiine Search Query j
— Define Search Result

— Define Search Options

— Maintain Thesaurus - .
B Contract Relsase SetiD: SHARE O word Template Name: [ a

Processes Source Transaction: |F'ur’thaSiﬂg Cantracts j Wizard ID: l— Q

[ Syndication and

Messaging Configurator Type: Q

B Related Links
@ customers Configurator Group: Q

# Praducts Configurator ID: I—Q Created Date From: l—

& Promations

& Customer Contracts Description: | ¥ Created Date To: [
= o
Order Management Configurator Status: l—_l, Approved Date From: [s1)

B Pricing Configuration

B Customer Returns Created By: [ @, |Approved Date To:
& ftems F i -

Last Modified Date From:
[ CostAccaunting Last Approved By: I Q B
& vendors Last Modified By [ @ | Last Motified Date To: &
& Purchasing
& Irventory Notes: I il@
& eProcuremant =
B Senices Procurement
& Sourcin
= Enginet‘frmg Search | Whets Used Search [A] M 1to30f3 ]
B manufacturing Defintions P ——
B Production Contral - "
® Configuration Madeler Content Type Configurator ID Effective Date Description Where Used
B Product Configurations Doc Gonfig  AMMENDMENT GONFIG 12m412007 Commodities and Nan-Professional Services Terms and Vhere Used
3 Quality Cond. =
B Demand Planning Doc Confly GRANTS_CONF 120472007 Grants Contract Docurnent Conflguratar Where Used

& Inventory Policy Planning

5 Doc Gonfig  TRAIN CONFIG 1210472007 Will he used for training pUrposes Where Used
upply Planning
H crants
# Program Managerment =
B Preectoosting . =il [ |
€] | B [ [ |rkems

Step Action

11. | Click an entry in the Description column.

Commodities and Mon-Professional Services Terms and
Cond.

12. | A new window will pop up containing the Document Configurator Definition for
the Commodities and Non-professional Services Document.

13. | You have successfully searched the library by the content within a configurator.
End of Procedure.
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Search Section Content

In this topic you will search the library by the content within a section. This search enables you to
find sections by title, body text, clause id, and many other section attributes.

Procedure

In this topic you will search the library by the content within a section.

My Links | Select One ~| Bearch

My Page ELM Finance Procurement Logistics

Home|Worklist|Sign out

Welcome ten_fin_pucn

Personalize Content Layout

Enterprise Menu Edison News Alerts = WMy Reports =

¥ T Enhancerents

Mo articles currently available "
¥ Employee Self-Service “ﬂ Reports To Display

[ Manager Self Senvice i Al Articles and Sections

[ Enterprise Learning

E EE‘T My Compensation History =
® Faom 8% view Pavcheck

[® Enterprise Components

E My Content

& |rvestor Portal

g Fortal Administration Compensation Histu;-_y: ot .
Wiarklist Review compensation history for base, variable,

) Portal Reporting Tools and stock options, Tasks EEEE

¥l PeopleTools

[ ELM Reporting Tools

Review current and prior paychecks. Report Manager

o Task(s) ertries found

El EFM Reparting Tools -%Di"m Deposit )
& FScn Reporting Tools add or update your direct deposit infarmation.
— ELM (opens new window] Add a Task | Show AIEnhanced
— EPM {opens new window)
— FSCM (opens new window,
_ BCM fopens new window) Benefits Summary BB X
- eSupplier Portal Benefits Summary
- Faciitihies E% Review a summary of current, past or future Time & Labor 2 B X
- EleetFocus benefit enrollments. .
erwsmerre Report Time
e e £ Report your time and task details for a day,

- Wy Personalizations N » week, or time periad.
— My Systermn Profile "J(B Dependent/Beneficiary Info
| v Dictionar & o iz o uptks depenekn: and) bensiiEkmg

infarmation. Q’% Request Overtime

¥ Request employee avertime requests,

Job and Personal Information

J]i] Pavable Time Summary
Y view a summary of your payable time.

@ Personal Information Summar:

Review a summary of your personal
infarmation.

- “aw Home and Mailing Address
=" Review and update your home and mailing
addresses,

Step Action

1. Click the FSCM link.
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FSCM

Bl Supplier Contracts

B Customers

3 Products

3 Promaotions

B Customer Contracts

& Order Management

[ Pricing Canfiguration

# customer Retumns

® ftems

3 CostAccaunting

& vendors

& Purchasing

B Inventary

& eProcurement

B Senices Procurement

® sourcing

B Engineering

B Manufacturing Definitions

B Production Control

[ Configuration Modeler

[ Product Configurations

& Quality

& Demand Planning

& Irventory Policy Planning

3 Supply Planning

& Grants

® Program Management

[ Project Costing

B Proposal Managerment

B Maintenance
Management

[ Resource Management

B Lease Administration

[ Staffing

[ Travel and Expenses

& gilling

H Accounts Receivable

B Accounts Payable

& egettements

# Asset Management

[# 1T Ascpt Mananament

Finance

State of Tennessee — Edison Project

End User Training Materials — Working with Ad Hoc Documents

Procurement

[ Fscm
Tax Center

Access all tax and tax-relsted setup as well
as tax processing and tax reporting

T
Access Treasury Management setup pages
from & central location.

Products

Define product detsils, alternates, seling
prices, UOMs and specifications
[Cldlertity Prociuct Details

(1 Review Product Information
[CiIRequest Processes

CiReports

4

Order Management

Manage all aspects of the gucte and order
cycle with Order Management

(B Customer Activities Center

&

ltems
Mariie al itsm-related options
[ Define Controls

Define tems and Attributes
(1 Reviewy tem Information
CiReports

My Links | Select One ~| Search

E Acoess Treasury Management business

&

&

e

Home|Worklist|Sign ou

Welcome ten_fin_puch

Eclt "FSCh" Fildder

Treasury Management Center Ireasury Processing Center
Access Treasury Management process:

pages from a central location

processes and sefup pages from one
location

Supplier Contracts
Manage Contract Life Cycle activities including
Contract Creation, Authoring, Syndication, and
Compliance.
(1 Creste Confracts and Documents
[ honitor and Updste Aoreements
[ Marwge Contract Library
£ More..

Customers
Manage customer information
=l Cortact Infarmation

&

Promotions

Manage all aspects of trade spending through
Prometions Managsment

[EPromations Manacemert Certer

Customer Contracts
Access customer contracts
[ECortracts Center

Reviev Contract Summary

&

[ Funds My Cortracts
[ Manage Promations 14 lore:
2More:

Pricing Configuration

Creste pricing structures, rules, formulas and
arbitration plans

= Price List Reports

[ Creats Pricing Informeation

[ Pricing Dete Exchange

[ Mass Updates

Customer Returns

Manage return material for customers
[ElCreatetpdate R4

[CiReview RMA Information
CiReports

~

Cost Accounting

Functions to accourt for Inventory and
Marnutacturing transactions and upcste
standard costs

Clttem Costs

[ Inventory and Mg Accounting

\endors

e, mairtain, of apprave vendors; manages
1099, global withhelding, or C4 EDD

[ Vendor Intormation

[£11099/Global Withholding

[ California EDD

[ Central Contractor Registry

&

Action

Click the Supplier Contracts link.

[® supplier Contracts]

Click the Search Content link.

Click the Search Contents link.
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou

Procurement Logistics Weloome ten_fin_pucn

Mew Window | Help | Customize Pags | &)

=] Search Content
nts

— Define Data Ohject Set

-~ Defing Search Index Search Content By Type

— Build Search Index
— Define Search Query Enter search criteria for selected content type,

— Define Search Result Text Search Option

ﬂ@ T Match Case

*Content Type:

— Define Search Options
— Maintain Thesaurus Title or Body Text:

Bl Contrart Release 7 ExactWord
Processes ﬂ

[ Syndication and
Messaging

B Related Links SatiD: SHARE Description: &
B customers & . I

@ Products Class Name: Q Effective Date Used: ] Status: |
g Eruosntqomg?%amracts Clause ID: a

B Order Management Clause Group: I—Q Checked Out Date From:

£y Preing Confguratian Library: == Checked Out Date To: =

B liems . Approval Status: = Approved Date From: ]

[ CostAccaunting | Approved ate To: l—

& Vendors Checked Out By: |

g ;:;:1:2”9 Last Approved: | @, |Last Modified Date From: I—Eﬂ
@ eProcurement Last Updated By: | @, |Last Modified Date To:

B Senices Procurement

® Saurcing Notes: I i‘@
[ Engineering ae

B manufacturing Defintions
B Production Control

[ Configuration Modeler

[ Product Configurations
& Quality

[ Demand Planning

& Inventory Policy Planning
& Supply Planning

H Grants

# Program Managerment
E Praject Costing

Search | Where Used Search

iRl | 2

&l vore [ (@

Step Action

5. Click the Content Type list.

6. Click the Section list item.

[Section |

7. Click the Status list.

D

8. Click the Active list item.

9. Click the Approval Status list.

D

10. | Click the Approved list item.

11. Click the Search button.

Search
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My Links | Select One: *| Search Gol Home|Worklist|Sign ou

Procurement Logistics Weloome ten_fin_pucn

Mew Window | Help | Customize Pags | &)

— Define Data Object Set
-~ Defing Search Index Search Content By Type
— Build Search Index

— Define Search Query Enter search criteria for selected content type,
— Define Search Result Text Search Option
e * " Section =
— Define Search Options ‘Content Type: =l @ [ Match Case
— Maintain Thesaurus Title or Body Text: =l
Bl Contract Relsase " ExactWord
Processes -
[ Syndication and I
- =
Messaging
B Related Links SetiD: [SHARE G Section Type: [ |
@ custorners
@ Products Description: | @

g Eruosntqomg?%amracts Section ID: Q
B Order Management Effective Date Used: l—B Status: lm Checked Out Date From:

B Pricing Configuration

Checked Out Date To:
& customer Returns Approval Status: Approved ¥ ]
& items b A d Date From:

® costAccounting Checked Out By:
& vendors By: I & Approved Date To:
@ Purchasing Last Approved: a |y " .
d ast Modified Date From:
& Irventory I B
& sFrocurament Last Updated By: | @, | LastModified Date To:
B Senices Procurement
® Sourcing Notes: I i‘@

[ Engineering

B manufacturing Defintions
B Production Control

 Configuration Modaler Search I Where Used Search [4] [ 1ta1 o0 [R]
[ Product Configurations
& Quality

Search Results

# Demand Planning Content Type Section ID Effective Date Description Where Used
B Inventary Palicy Planning Section PROFORMA C 0170171801 Eroforma Contract Section © Where Used
& Supply Planning

H crants

# Program Managerment
® Project Costing
[V

D e S |
(£ Done |

| 1rternet

Step Action

12. | Click an entry in the Description column.

Froforma Contract Section ©

13. | A new window containing the Section Definition will pop up.

14. | You have successfully searched the library by the content within a section.
End of Procedure.
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